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This manual implements AFPD 36-2, Employment and Affirmative Action and AFI 36-2024, Saffing
Civilian Positions. It provides guidance and prescribes operational procedures for certain types of civil-
lan staffing and placement programs and actions. It applies to employees, supervisors, civilian personnel
flights (CPF), and other management officials of the Air Force. It does not apply to GS-16, -17, -18 posi-
tions or to Scientific and Professional positions nor positions in the Senior Executive Service (SES).
Staffing and placement of positions within the scope of Air Force Career Programsis in accordance with
AFPD 36-6, AFl 36-601, and AFMAN 36-606.

SUMMARY OF REVISIONS

This revision adds Chapter 8, The Regionalized Merit Promotion and Internal Placement Program, to
AFMAN 36-203. This new chapter applies to organizations that are serviced by the Air Force Personnel
Center (AFPC). Other organizationswill continue to follow the guidance in Chapter 2, The Merit Promo-
tion Program, until their civilian personnel servicing migrates to AFPC.
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Chapter 1

AFFIRMATIVE EMPLOYMENT

1.1. Principlesfor Filling Positions. Positions may be filled from any of the following sources consis-
tent with the priorities established herein and subject to the requirements of other pertinent Office of Per-
sonnel Management (OPM), Department of Defense (DOD), and Air Force procedures or special
employment programs. Air Force installations must observe the requirements of the Federal Equal
Employment Opportunity Recruitment Program (FEORP) when filling positions.

1.1.1. Inservice placement of current Air Force employees, including the career management system
1.1.2. Transfer or appointment of employees from other federal agencies

1.1.3. Reinstatement or reemployment of eligible former federal employees

1.1.4. Other appointments, including appointments from OPM registers.

1.2. Availability. The availability of eligible Air Force employees who could be considered through
merit promotion or other inservice placement procedures does not prevent a decision to restructure a
vacant position and fill it at adifferent grade level. Nor does the availability of merit promotion or other
inservice candidates prevent a search outside Air Force for, and appointment of, qualified and available
persons to the Air Forcerolls.

1.3. Consderations. Affirmative action goals may be taken into consideration when making employ-
ment decisions so long as those decisions arein consonance with current law. See Adarand Constructors,
Inc. v. Pena. 115 S. Ct 2097 (1995).

1.4. Suitability of Candidates and Security Factors. Candidates for civilian positions must be reliable,
of good conduct and character, and loyal to the United States. Before selecting a candidate, the CPF
makes sufficient written and/or oral inquiries of former employers, fellow workers, and other knowledge-
able sources, to evaluate the candidate’s qualifications and suitability. It also initiates required security
checks on the selected candidate in accordance with governing security regulations. The selecting super-
visor also appraises the candidate’s general suitability before making afinal selection.

1.5. Qualification Requirements.

1.5.1. Normally the OPM establishes or approves qualification requirements for positionsin the com-
petitive service. These standards prescribe the minimum experience, training, education, and physical
requirements, or otherwise specify required knowledges, skills, and abilities (KSA) necessary for suc-
cessful performance inthe position. AF Form 177, Statement of Physical Ability for Light Duty Work
isused for al positions that do not require a medical examination, i.e., positions not covered by spe-
cific medical standards, physical requirements, or amedical evaluation program.

1.5.2. The CPF establishes qualification requirementsfor Air Force positionsin the excepted service,
subject to any applicable restrictions and conditions, as prescribed in OPM directives, Air Force sup-
plements, and by DOD and Air Force career programs. The OPM competitive service requirements
for similar type positions are used as a guide for establishing standards for excepted service positions.
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Qualification standards will be uniformly applied for like positions and maintained as a record for
OPM and Air Force evauation and quality assessment.

1.5.3. When an employee is affected by reduction-in-force (RIF) or has become physically incapaci-
tated for continuance in his or her present position, a waiver of qualifications may be considered in
accordance with prevailing rules and regulations. A waiver of qualificationsis agreed to by the CPF
and the supervisor, and, when proper, by the medical officer before assignment to a vacancy.

1.6. Referring and Selecting Candidates.

1.6.1. Because of the requirements to observe the priorities established by law, regulation and other
higher authority outlined in this manual, the CPF or the career program determines the eligibility of
candidates for consideration and identifies those to be referred.

1.6.1.1. Department of Defense (DD) Form 359, Referral for Consideration, may be used to
refer candidates for appointment or for inservice placement consideration.

1.6.1.2. When contacting eligibles for consideration, recruiting officials and selecting supervisors
should provide complete information regarding duties, living and working conditions, and all
other matters needed for the prospective employee(s) to make a decision.

1.6.1.2.1. Present the position accurately and without misrepresentation. Positions may not be
described in such away as to discourage interest or solicit declinations.

1.6.1.2.2. Selecting officials and supervisors may not make firm, tentative, or implied com-
mitment to any vacancy without first obtaining clearance from the CPF.

1.6.2. The authority for personnel management is usually delegated to the lowest practicable level of
supervision. However, when training, employment, or promotion patternsin an organization indicate
that the principle of equal employment opportunity may not have been fully observed, the commander
may withdraw selection authority and assign it to higher level supervisor(s) pending the outcome of an

inquiry.

1.7. Employee Requestsfor Position Change. The servicing CPF will determine when a need exists to
accept an employee's request to be moved to a different position at the same or lower grade based on such
factors as available skillsin the work force, mission requirement, or planned staffing activities.

1.8. Central SkillsBank (CSB). The CSB is an automated application capability within the Defense
Civilian Personnel Data System (DCPDS) which allows Air Force employees to register for consideration
at Air Force installations world-wide. 1t may be used when an employee wishes to be considered for a
position serviced by a different CPF. The CSB provides for employee registration for up to 48 Air Force
locations.

1.8.1. CPFstypicaly utilize the CSB when it is determined that there is a need to expand the area of
consideration to enlarge the applicant pool. The CSB has been provided to enhance recruitment at the
local level, and the parameters for the operational use of the CSB is a matter to be determined by the
servicing CPF.

1.8.2. Regidtration is open to all permanent Air Force employees having a minimum current Fully
Successful rating of record, except those who have a current signed transportation agreement as a
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result of permanent change of station (PCS) within the past year. Registrationin CSB will be allowed
only after the employee has completed at least 11 months of the transportation agreement.

1.8.3. Air Force (AF) Form 1630, Central Skills Bank Registration and Geogr aphic Availability,
Is used for employee registration.

1.8.4. Air Force employeesregister in CSB only for specific locations at which they wish to transfer.
If aregistrant repeatedly declines a job offer at any given location, that registrant may be removed
from the CSB and precluded consideration within this system for a minimum of one year. employees
to exert great care when selecting geographic locations at which they want to be considered for
employment.

1.8.5. CSB restrictions also apply to selections of employees who are considered outside the CSB and
are within one year of PCS.

1.8.5.1. Employees who have a current signed transportation agreement as a result of a PCS
within the past year will not be selected for positions requiring another PCS move unless they are
within 30 days of completing their transportation agreement or can obtain awaiver.

1.8.5.2. The MAJCOM/DPC level approves request for waivers based on proposed selectee’s
superior qualifications if PCS is within the command, or HQ USAF/DPC levd if it is between
commands. Documentation supporting these request must clearly show that the candidate is the
best qualified and that failure to select will impair mission accomplishment.

1.8.5.3. Waivers at the HQ USAF/DPC level to the PCS restriction are not required at locations
involved in base closure or major realignment.

1.9. Prompt Release of Employees. An employee is not restricted from accepting a position offer from
another Air Force activity or federal agency, or from accepting another position within an activity for
which the employee is properly referred and selected. The supervisor releases an employee promptly to
another position -- usually within 20 calendar days after receiving notice of the employee’s selection. An
extension of up to 10 days may be requested to train a replacement if the delay does not jeopardize the
employee's transfer or movement to another position.

1.10. Assisting the New Employee. The supervisor and the CPF have ajoint responsibility for providing
information and assistance to the new employee. An employee who is moved to a different geographical
area should be given pertinent information about the new locale, such asinformation on housing, schools,
transportation, churches, etc. The CPF should develop procedures to provide help to the new employee
moving from adifferent area.

1.11. Referral and Selection Priorities. table 8.1., Referral and Selection Priorities, establishes the
order of priorities that are observed when filling competitive service vacancies at continuing activities.
They apply to excepted service position vacancies to the extent applicable. For this purpose, a vacancy
does not exist when an occupied positionis:

1.11.1. Reclassified because of a changein classification standards or to correct a classification error,
provided the incumbent is to be retained in the position.

1.11.2. Canceled and a successor position isimmediately established that isto befilled by the incum-
bent through an authorized personnel action.
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1.12. Special Employment Programs. Air Force activities are expected to develop employment pro-
grams designed to supplement the merit promotion and inservice placement programs. These programs
purposefully seek to enhance employment opportunities in such areas as Veterans Readjustment Act
(VRA) Appointment Authority, Federal Equal Opportunity Recruitment Program (FEORP), 30% Dis-
abled Veteran, employment of personswith disabilities, student education employment program, and spe-
cia programsfor the disadvantaged. Many of these programs offer only temporary employment and may
be used to the extent funds, facilities, and capability to provide supervision and training are available.
Other programs offer, or lead to, permanent appointments. Current employees are usually available for
many continuing positions identified for such special programs. The supervisor, in conjunction with the
CPF, determines when internal candidates are considered and when these positions are filled from sources
outside the Air Force. Judgment is used to provide equitable and balanced consideration of candidates
from all sources, depending on the circumstances that exist at the activity and in the employment area.

1.13. Spouseson Leave Without Pay (LWOP) Satus. The dependent spouse of an Air Force military

or civilian member who isin LWOP status to accompany his or her spousein atransfer isentitled to com-

pete for available positions in the new geographic area. Consideration is given up to and including the

highest grade for which qualified and eligible. When it isknown that the spouse will be transferred, at the
employee’s request the servicing CPF should flow a Personnel Transaction Indicator (PTI) CC-1 to all Air
Force installations in the new commuting area. The gaining installations will then give immediate consid-
eration for all positions for which the employee qualifies.

1.14. Employeeson Retained Grade and Retained Pay. table 8.1. provides for the priority referral
specifically for employees affected by RIF, transfer of function (TOF), or reclassification of position, who
are placed on retained grade or retained pay.

1.15. Filling Positions at the GS-15 level in the Competitive Service. Except for positions covered by

career programs that specify an alternate method of identifying candidates, all GS-15 position vacancies
in the competitive service, including those overseas, require Air Force-wide competition, either through
an announcement or CSB by the servicing CPF, unless the position is to be filled by reassignment. The
announcement conforms to the Promotion Evaluation Pattern (PEP) and substantiating job analysis con-
ducted in consultation with management officials. The announcement contains sufficient information so
as to provide the potential applicant with adequate knowledge of the position, responsibilities, important
KSAs and training requirements, application instructions, Joint Travel Regulation (JTR) information, and
other pertinent job information. The CPF will refer employees of the activity with repromotion entitle-
ment for consideration according to their priority (&dxe 8.1.) before issuing the announcement.

1.15.1. After reviewing the vacancy announcement, each CPF distributes the information to make
sure that prospective candidates are given the opportunity to apply. Candidates are advised to file
their application or have the CPF flow a CC-1 record through DCPDS to the recruiting activity. The
candidate's servicing CPF furnishes all relevant information regarding the candidate's identification
and patrticipation in the Air Fordexecutive Leader ship Development Program, Air Force Instruction

(AFI ) 36-401.

1.15.2. The CPF servicing the vacancy first screens the qualifications of applicants against the quali-
fication standard and other basic eligibility criteria. The CPF may tentatively rank order or group can-
didates in broad qualification categories against the PEP.



AFMAN36-203 1 APRIL 2000 n

1.15.3. Inthe final evauation and ranking of candidates, a panel is assembled to assess the relative
qualifications of competing candidates. Panels are not required in cases of 15 or fewer eligible com-
petitors. The Secretary of the Air Force establishes, appoints, and approves panelsfor positionsin the
Office of the Secretary. The functional chiefs (Deputy Chief of Staff, or Comptroller and chiefs of
comparable offices) do the same for positionsin HQ USAF and by the commander of aMajor Com-
mand (MAJCOM) or comparable organization or the Commander of staff offices for other positions.
These officials may request higher authority to establish the panel. Each panel is composed of at |east
three high-grade civilian or military members, usually GS-15 or higher grade or of equivalent rank,
appointed on a permanent or ad hoc basis.

1.15.4. The panel considers all candidates who meet minimum requirements. The panel also consid-
ers those repromotion eligibles previously referred who have further consideration entitlement and
evauates their qualifications against the ranking criteriain the PEP. The criteriamust have breadth of
scope so as to permit evaluation of the overall qualification of each candidate in relation to the total
requirements of the position. The panel’s evaluation is used to identify the top-ranking candidates
who, in the panel’s judgment, are highly qualified, considering such factors as, education, training and
experience; appraisalsevaluations; job-related awards, honors, and outside activities. Before ranking
or final selection, the panel (or the selecting official) may need to interview the leading candidates.
When thisis necessary, temporary duty travel (TDY) can be authorized for Air Force and other federal
employees as provided in the JTR. The panel usually certifies 10 highest ranking candidates to the
selecting official. Up to 15 may be certified, if meaningful differences cannot be made to reduce the
group to a smaller number.

1.15.5. Commanders of MAJCOMs and comparable organizations and other staff offices may make
the selection personally, request higher authority to make the selection, or authorize supervisors at any
level over the position to make the selection (in which case the Commander approves the selection).
In the Office of the Secretary of the Air Force, selections may be made by officials designated by the
Secretary. In HQ USAF, selections may be made by directors or heads of comparable or higher orga-
nizations, or they may request higher authority to make the selection. The 11 WG/DPC issues proce-
dures for the Office of the Secretary and HQ USAF.

1.15.6. The specified requirements for publication of the vacancy, Air Force-wide consideration of
candidates, and panel evaluation of candidates do not apply, or are modified when:

1.15.6.1. Filling atemporary position for one year or less by an authorized noncompetitive per-
sonnel action.

1.15.6.2. Filling atemporary position for one year or less through competitive promotion proce-
dures or when the upgrading of a permanent, occupied position requires competition, provided the
panel identifies and ranks all employees within the authorized special area of consideration.

1.15.6.3. A positionisupgraded under circumstances permitting noncompetitive promotion of the
incumbent (see chapter 2).

1.15.6.4. Management selects a previously downgraded employee eligible for noncompetitive
consideration.

1.15.6.5. Management decidesto fill the job by the noncompetitive reassignment of an employee
currently serving in aGS-15 position. When a Management decidesto fill the job by the vacancy
Is announced, the CPF advises all interested candidates that the position was filled on a noncom-
petitive basis.
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1.16. Annual Base-L evel Affirmative Employment Plan (AEP).

1.16.1. Responsibilities of the Directorate of Civilian Personnel Policy and Personnel Plans (HQ
USAF/DPC).

1.16.1.1. Conducts periodic program evaluations.

1.16.1.2. Keeps MAJCOM and comparable organization Directorates of Civilian Personnel and
CPFs promptly advised of anticipated changes, new or revised civilian personnel programs, and
other matters having significant impact on base-level staffing programs.

1.16.2. Responsibilities of the MAJCOM Directorate of Civilian Personnel and Comparable Organi-
zations.

1.16.2.1. ldentifies unigue command or priority staffing programs.

1.16.2.2. Provides program guidance as may be necessary to meet unique command or priority
staffing programs for development or implementation of effective subordinate base-level AEPs.

1.16.2.3. Assists subordinate CPFsin developing and implementing AEPs.
1.16.2.4. Conducts periodic program evaluations.

1.16.2.5. Keeps subordinate CPFs promptly advised of anticipated or proposed command mission
or funding changes, new or revised civilian personnel programs, and other matters having signifi-
cant impact on base-level staffing programs.

1.16.3. Responsibilities of Commanders of Organizations Where CPFs Are Assigned.

1.16.3.1. Make surethereisasystematic approach to estimate civilian personnel requirements for
each organization regularly and before needed, and plan methods to be used by the CPF in provid-
ing for adiverse work force.

1.16.3.2. Make certain that managers at all subordinate levels support the development and
implementation of annual AEPs.

1.16.3.3. Approve the annual AEP.
1.16.4. Responsibilities of Functional Managers.
1.16.4.1. Take part in developing annual AEPs.

1.16.4.2. ldentify positions in their organization to be targeted for special emphasis programs
recruitment.

1.16.4.3. Actively support the goals and objectives in the annual AEP.

1.16.4.4. Keep the CPF informed of any new or anticipated changes in mission or fluctuationsin
staffing requirements that would have an impact on the goals established in the annual plan.

1.16.4.5. Take necessary actions that will assure that positions are promptly filled.
1.16.5. Responsibilities of the CPFs.

1.16.5.1. Develop by 1 October each year an effective base-level AEP, covering all serviced Air
Force employees.

1.16.5.2. Secure functional management and base-level committee's input to and support of the
annual plan.
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1.16.5.3. Review and monitor, at least quarterly, progress toward goals or objectives established
in the annual plan and make any adjustment necessary based on fluctuations in mission, funding,
labor market conditions, and other factors.

1.16.5.4. Advise key management officials of the content and objectives of the annual plan.

1.16.5.5. Conduct position management, affirmative action, FEORP, and staffing activities to
meet goals and objectives of the plan.

1.16.5.6. Use a team approach involving functional managers, position classification, equal
employment opportunity and staffing specialists, Special Emphasis Program Managers (SEPM),
and other appropriate officias in the development of the plan.

1.16.6. AEP Content. At aminimum, the annual AEPs will contain:

1.16.6.1. General assessment of projected vacant positionslikely to occur during the year covered
by the plan.

1.16.6.2. Affirmative action and FEORP goals for the next year and for the end of any long-range
affirmative action plan in effect.

1.16.6.3. Recruitment sources for filling projected vacancies, including persons with disabilities,
disabled veterans, and Developmental Opportunities Programs (DOP) (see Chapter 3).

1.16.6.4. The methods and data used in arriving at the forecasts of expected vacancies and staff-
INg sources.

1.16.6.5. Recruitment sources likely to yield adequate candidates of the types for which goals
have been established.

1.16.6.6. An outline of the procedures, timetables, forms, and formats used in planning and track-
ing affirmative employment activities.

1.16.6.7. Provision for aquarterly review, update, and evaluation as may be necessary.

1.16.6.8. A plan for the prevention of sexual harassment in the workplace, including specific
steps taken to inform employees of their rights to file sexual harassment charges; types of training
programs conducted; agency codes of conduct or other materials designed to prevent sexual
harassment in the workplace; proposed methods to ensure accountability within the activity for
maintaining aworkplace free of sexual harassment; any other initiatives already taken or proposed
by the activity.

1.17. Documenting Selection Procedures. Selection Procedure Documentation provides a strategy for
conducting job analysis and PEP development. When using this strategy, CPFs use the following Air
Force (AF) forms:

AF Form 1813, Air Force Job Analysis Alternative Method Documentation
AF Form 2075, Job Analysis Worksheet

AF Form 2076, Progression Level Factor (PLF) Analysis

AF Form 2077, Promotion Evaluation Pattern (PEP) Worksheet

AF Form 2078, PEP Continuation Worksheet
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AF Form 2079, Selection I nterview Worksheet
AF Form 2080, Interview Worksheet

1.18. Records Disposition. Maintain and dispose of files created by this chapter according to AFMAN
37-139, Disposition of Air Force Records - Records Disposition Schedule.
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Chapter 2

THE MERIT PROMOTION PROGRAM

2.1. Policy Objectives. Air Force promotion policy is based on strict conformance with merit principles
specified in 5 CFR 335.102. ldentifying, qualifying, evaluating or selecting candidates must be made
without regard to political, religion, labor organization affiliation or non-affiliation, marital status, race,
color, sex, national origin, nondisqualifying physical disability, or age and must be based solely on
job-related criteria according to legitimate position requirements. A sound promotion program, properly
administered and fully supported by managers and employeesat all levels, isessential to the staffing of an
effective and highly motivated civilian work force. The program is directed toward:

2.1.1. Accomplishing mission goals by staffing positions with high quality employees.

2.1.2. Providing career opportunities for employees and making sure that all employees are fully
informed of these opportunities.

2.1.3. Making sure management isaware of high quality employeeswho have the capacity to perform
In more responsible assignments.

2.1.4. Encouraging employeesto be mobile in the interest of broadening their experience and increas-
ing their qualifications.
2.1.5. Making sure employees are placed in positions for which they are best qualified.

2.1.6. Making sure that the skills, qualifications, achievements, and promotion potential ofemployees
are recognized and fairly considered in the staffing process.

2.1.7. Encouraging employees to improve their performance and to develop their KSAs.

2.2. Key Principles. Thefollowing principlesform the basis of the Air Force Merit Promotion Program:

2.2.1. All employees within a designated area of consideration who meet the minimum qualification
standards, and any legal or regulatory requirements imposed by OPM, or other authority, are consid-
ered eligible for promotion.

2.2.2. Areasof consideration within which employees are identified to compete for advancement are
established and adjusted, as necessary, to provide management with a sufficiently broad number of
high quality employees from which to choose and to provide employees with adequate opportunities
for promotion.

2.2.3. Appropriate job-related criteria are applied with fairness in eval uating promotion candidates to
differentiate among their qualifications and to identify those best qualified for advancement.

2.2.4. Selections must be made without discrimination for any nonmerit reason and without favorit-
Ism based on personal relationships or patronage.

2.2.5. Consideration may be given to candidates from outside the Air Force.

2.2.6. Congderation isgiven to input from employees, employee groups, and recognized labor orga-
nizations in developing and establishing merit promotion procedures. Promotions and placements
into positions with known promotion potential are usually competitive. Promotions without competi-
tion are authorized with due consideration to recognized merit principles. Employees are kept
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informed about the promotion program, the provisions and procedures for promotion plans affecting
them, eligibility requirements, advancement opportunities, and how to take advantage of these oppor-
tunities.

2.3. The Right to Select or Nonselect From Among a Group of Best Qualified Promotion Candi-
dates. Managers have the right and the responsibility to select from other appropriate sources, determin-
ing which is most likely to meet mission objectives, contribute new ideas and viewpoints, and meet the
Air Force Affirmative Employment Program objectives and goals.

2.4. Promotion Program. The promotion program is administered through promotion plans developed
and established, and issued by HQ USAF or ingtallations with civilian personnel flights (CPF). They are
based on policy published in 5 CFR 335.102 and as implemented by thismanual. Each plan identifiesthe
positions it covers and describes the procedures that apply in identifying, evaluating, and selecting
employees for advancement to positions covered by the plan. Servicing CPFs make these plans available
to supervisors and employees serviced by them.

2.5. General Coverage. This instruction implementing AFPD 36-2, sets Air Force regulatory require-
ments for the Air Force Merit Promotion Program for use under the Promotions and Placements Referral
System (PPRS). PPRSisan automated referral capability available through DCPDS. The system docu-
mentation covering PPRS processing parameters is specified in AFM 30-130, Base Level Personnel Data
System Civilian Users Manual, Volume 4, Chapter 14. When the CPFs utilize PPRS, the specific proce-
duresrelated thereto in this manual will apply.

2.6. Applicability to Positions Outside the Competitive Service.

2.6.1. When all or amgority of the positions at an activity are in the excepted service and are under
the same appointment authority, a merit promotion plan is established to provide a systematic and
equitable method of selecting employees for promotions. When needed, major commands (MAJ-
COM) provide staff assistance in developing merit promotion plans for excepted service positions
under their jurisdiction. The policies and procedures of this instruction should be followed to the
extent practicable.

2.6.2. Thismanual appliesto positions under the Canal Zone Merit System, to the extent that they can
be followed and are consistent with the policies of the Canal Zone Civilian Personnel Policy Coordi-
nating Board.

2.6.3. Current Air Force employees in the excepted service having personal competitive status and
serving in like positions are entitled to consideration for competitive service positions according to
this manual. They cal for the same consideration given regular competitive service employees in
terms of career progression and merit selection principles.

2.7. Promotion Plans. All promotions within the Air Force in the competitive service are made under a
management program established by DOD, HQ USAF, or a promotion plan developed and operated in
accordance with 5 CFR 335.102, implementing Air Force regulatory coverage and any special provision
approved by HQ USAF.

2.7.1. Each activity assigned a CPF must develop and publish a promotion plan, or plans, for the posi-
tions serviced by that office that are not specifically excluded by coverage under aDOD or HQ USAF
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career management program or an occupational group plan developed by HQ USAF or other
approved organizational entity. The plan developed by an activity includes local determinations and
provisions established under federal regulations, Air Force regulatory coverage and any supplemen-
tary instructions authorized for issuance by the MAJCOM headquarters.

2.7.2. Career management programs established by HQ USAF for specific occupation groupings and
grade levels are developed in consonance with governing merit promotion principles and follow the
guidelines of federal merit promotion policy and the Air Force Merit Promotion Program. The proce-
dures prescribed in AFPD 36-6, Civilian Career Management, and AFI 36-601, Air Force Civilian
Career Program Management, Volumes 1 and 2, created for specialized career programs apply to
selecting employees for entry into and advancement to positions covered by the career programs.

2.7.3. Employees in other DOD agencies who are entitled to referra and promotion consideration
under an established DOD career program must be considered on the same basis as current Air Force
employees covered by the program.

2.7.4. In rare instances and when justified, separate merit promotion plans may be established for
occupational groups of employees either Air Force-wide, command-wide, or other major organi za-
tion, provided approval for their establishment is given by HQ USAF. Plans are developed by the
appropriate staff offices and require approval by HQ USAF. Normally, they are issued as additional
plans to supplement regular base level merit promotion plans. Usually, separate merit promotion
plans are established only for professional, scientific, technical or unique managerial positions.

2.8. General Requirements.

2.8.1. Equal Opportunity for Advancement. The authority for personnel management functions is
normally delegated to the lowest practicable level of supervision. However, when training, employ-
ment, or promotion patterns in an organization indicate that the principles of equal opportunity may
not have been fully observed, the authority to select employees for promotion may be withdrawn by
the commander and assigned to higher level supervisors pending the outcome of an appropriate
inquiry.

2.8.2. Considering Employees Before Eligibility Requirementsare Fully Met. Employeeswho are
within three months of attaining full eligibility for promotion may be entered on a promotion register
for future certification, if the method of locating candidates provides for the identification and inclu-
sion of all employeeswho will become eligible within the specified period. These candidates will not
be certified for promotion consideration until they are fully qualified and meet all eligibility require-
ments unless certification is being made for a shortage category position for which there is an inade-
quate supply of fully qualified promotion eligibles. An employee who is referred in advance for a
shortage category position must be fully qualified and eligible before the promotion is made. When
fully qualified candidates are available, certification will not be delayed to enable the referral and con-
sideration of candidates on the register who have not attained full eligibility.

2.8.3. Releasing Employeesfor Promotion . Employees must be released promptly for promotion
according to Chapter 1, Section 1.9.

2.9. Applying Competitive Promotion Procedures.

2.9.1. General . table 8.3. lists personnel actions that are subject to competition and those that are
not. It also shows whether the locally established area of consideration must be used in the competi-
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tive process or whether a special area may be used. Processing procedures are outlined in table 8.3.
The civilian personnel officer (CPO) isresponsible for determining whether an action is, or should be,
subject to competition and the extent of that competition. When a proposed action is not specifically
covered by the table, basic merit principles should be applied in deciding whether to require competi-
tion. Even when the table exempts an action from the requirement for competition, the CPO may
chose to apply the competitive process when use of competitive procedures would be consistent with
merit principles and would be in the best interests of management.

2.9.2. Considering Air Force Employees Certified from OPM Registers. Air Force employees
serving on nontemporary appointments who are certified from an OPM register for a higher graded
position or a position with known promotion potential may be either referred for consideration from
that list of candidates or from the group of best qualified inservice candidates, depending on the
sources used.

2.9.3. Formal Trainee or Apprentice-Type Positions. Employees encumbering formal trainee or
apprentice-type positions may be excluded, at CPF determination, from competitive promotion con-
sideration up to and including the target grade level of the program in which enrolled. For such
denial, employees must have been made aware of this exclusion as a part of the conditions of employ-
ment at the time of enrollment into the formal trainee or apprentice type position. Employees encum-
bering formal trainee or apprentice-type positions may not be denied consideration into another career
field in which the established career ladder offers a target grade level higher than that in which cur-
rently enrolled. Any exclusion under this paragraph must be specifically addressed in local merit pro-
motion plans.

2.10. Considering Applicants From Outside the Air Force. Even though there are Air Force promotion
candidates available for competitive referra, it does not prevent considering applicants from outside the
Air Force. To be considered for a position of higher grade or a position with known promotion potential,
current nontemporary employees of other federal agencies and al former federal employees eligible for
noncompetitive appointment may be considered for a position of higher grade than currently or last held.
However, they must be evaluated, to the extent possible, against the same evaluation criteria and by the
same methods specified in the PEP for competing employees. This means that the candidates must have
at least a Fully Successful (or equivalent) performance rating and must meet or exceed all other progres-
sion level factors as the lowest ranking Air Force competitor certified. Most of these candidates will not
have current Air Force Civilian Performance and Promotion Appraisal Performance Rating. AF
Form 860A may be obtained on these candidates as long as the candidate’s supervisor is instructed to rate
against the employee’s current performance plan and a copy of the plan is forwarded with therating. If it
IS not possible to obtain an appraisal, these candidates may be referred by separate listing provided they
meet or exceed al other progression level factors (or crediting plan criteria) as the lowest ranking Air
Force competitor certified. Documentation supporting the selectee’s rank order and certification is
retained with the promotion register.

2.11. Selection for Details. The requirement to use competitive procedures when selecting employees
for details applies only to assgnments to officially classified positions (or to dutiesidentical to those of an
officialy classified position) at a higher grade or of known promotion potential when the duration of the
detail and the nature of the assignment are such that the employee can be expected to perform the majority
of the grade-controlling duties.
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2.12. Promotions Not Subject to Competition.

2.12.1. Career Promotions. An employee may be noncompetitively promoted when at an earlier
stage he or she was selected from an OPM register or under competitive promotion procedures for an
assignment intended to prepare the employee for the position being filled. The intent must be made a
matter of record and career ladders documented. Requests for approval of other provisions for career
promotions or exceptions to competition in situations affecting a group of employees or positions
must be sent to HQ USAF/DPC for approval and submission to the central office of the OPM, if war-
ranted.

2.12.2. Classfication of a position to a Higher Grade. When a classification review reveals that a
position warrants a higher grade, the reason for the upgrading must be identified and examined to
determine whether the basis for upgrading entitles the employee to promotion, or requires that selec-

tion for the higher grade position be made under competitive procedures. So, an employee may be
noncompetitively promoted following reclassification of the incumbent’s position at a higher grade
because of the assignment of additional duties and responsibilities provided:

2.12.2.1. The employee continues to perform the same basic function(s) as in the former position
and there is clear evidence that the newly classified position is a succesor to the former position a:
jointly determined by classification and affirmative employment functions and/or CPO.

2.12.2.2. The employee meets all requirements for promotion.

2.12.2.3. There are no other employees serving in similar or identical positions to whom those
duties could be assigned. (Saele 8.3. andtable 8.4. for appropriate action to place the incum-
bent.)

2.12.3. Other Actions Not Subject to CompetitRm@cedures.

2.12.3.1. A career ladder promotion following noncompetitive conversion of a cooperative edu-
cation student.

2.12.3.2. A position change from a position having known promotion potential to a position that
does not have higher potential. In cases where employees so changed would gain greater skills
and future promotional opportunities, CPFs may choose to use competitive procedures.

2.12.3.3. Employees eligible for grade retention will be selected for positions at grades up to and
including their retained grade within the same pay system from which demoted according to the
priorities and policies specified in Chapter 1, section 1.11.tand 8.1., of this manual. An
exception to this selection policy can be gramelg by the activity commander or a designated
representative. If an employee declines a position offer at a grade which is lower (intermediate)
than the level of grade retention, further consideration under this policy is ended at and below the
grade level declined.

2.12.3.4. A promotion of an employee who has previously held a position on a permanent basis
under a career or career conditional appointment at or above the grade level of the position to be
filled.

2.13. Repromotion of Previously Downgraded Employees.

2.13.1. Employees who are entitled to pay retention (except those in formal development programs,
developmental opportunity positions, or those who accepted change to lower grade in response tc
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solicitation for a hard-to-fill position), will be accorded priority consideration for noncompetitive
repromotion in the same pay system from which downgraded before candidates referred through the
competitive process.

2.13.2. If a selected employee declines a position that isless than areasonable offer, further priority
considerations will be terminated at the grade level offered and at lower grade levels, unless through
subsequent salary adjustment that level represents a reasonable offer as explained above.

2.13.3. Other nontemporary employees who have been changed to lower grade without personal
cause and not at their own request while serving under a career or career conditional appointment (or
equivalent appointment in the competitive service) may be given priority referral and consideration
under conditions and restrictions as determined locally and documented in the local promotion plan.
Employees who may be included are those:

2.13.3.1. Downgraded because of classification action.

2.13.3.2. Downgraded in a base closure, reorganization, or after declining a transfer of function
offer.

2.13.3.3. Separated by RIF, or after declining a transfer of function offer, followed by reemploy-
ment at alower grade. It may also include employees who file an intent to resign after receipt of
notice of potential RIF separation.

2.13.3.4. Downgraded due to physical disability to perform effectively in the position from which
downgraded.

2.13.4. Priority referral according tol1.13.., and 2.13.3. above is limited to positions at or below the
grade from which downgraded, or its equivalent, and to positions within the commuting area serviced
by the employee’s current CPF. Noncompetitive referral or selection must not be made to a position
with known growth potential above the grade from which downgraded.

2.13.5. A changeto alower grade made to end a temporary promotion and return an employee to his
or her former grade does not afford eligibility for noncompetitive repromotion.

2.13.6. Employees identified to receive priority consideration are referred in the priority order speci-
fiedin table 8.1.

2.14. Special Categories.

2.14.1. Promotion of an Employee Upon Exercise of Restoration Rights. A former employee may
exercise restoration rights following military duty or service with an international organization and be
placed in any position for which qualified that is no higher in grade than the position to which he or
she was promoted in absentia, either because his or her former position was regraded during the
absence or because the employee was selected for promotion through the competitive process.

2.14.2. Temporary Promotion of Civilian Deputy Chiefs. A civilian deputy chief may be tempo-
rarily promoted, for not more than one year, to his or her military chief’s position that is properly clas-
sifiable at a higher grade, pending replacement of the permanent military chief, provided the
MAJCOM authorizes the temporary promotion.

2.14.3. Reemployment Priority List (RPL). Selecting a candidate from the RPL for a position at a
higher grade than that last held in the competitive service must be made by using competitive proce-
dures.
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2.15. Areasof Consider ation.

2.15.1. CPFs establish areas of consideration and procedures for their expansion, for all serviced
positions not specifically covered by aDOD or HQ USAF career management program or a separate
Air Force plan for an occupation group serviced by more than one CPF. Areas of consideration may
be organizational, geographic, based on categories of positions, or a combination of these. Areas of
consideration may be extended geographically or organizationally, or both, and the extension may
occur simultaneously or successively.

2.15.2. Employees may voluntarily apply at any time for opportunities outside their area of consider-
ation for positions for which applications are being accepted. To eliminate indiscriminate filing of
application (or flowing of automated employee data) and unnecessary handling of forms or data, the
following should be observed:

2.15.2.1. Employees should seek guidance from their servicing CPF regarding employment
opportunities elsewhere. Application for positions in the United States, excluding Hawaii and
Alaska, is made directly to the CPF servicing the organization, normally through flowing of auto-
mated records or registration in the Air Force CSB (see Chapter 1, 1.8.) unlessfilled through aHQ
USAF career management program. For overseas positions, including Hawaii an Alaska, applica-
tion procedures are specified in AF Supplementation to FPM Chapter 301, unlessfilled through a
HQ USAF career management program.

2.15.2.2. DOD Manual 1400.20-2-M, Counseling Manual for DOD Program for Sability of
Civilian Employment, on file at each servicing CPF, gives general information on mission, size,
location, and skills used on each Air Force installation and may be used as areference in counsel -
ing employees. Additionally, Atlas Statistical Summary Inquiry No. 1666, also retained in the
CPF, contains series and grade information for positions at each Air Force installation.

2.15.2.3. Acceptance or nonacceptance of applications is determined at the CPF servicing the
position(s). The option is based on such factors as availability of high quality candidates within
the area of consideration, availability of skills locally, special emphasis program requirements,
Affirmative Action Program objectives and goals, short- and long-range manpower and skills
requirements, and other factors.

2.16. Methods of L ocating Candidates and I dentifying Eligibles. All employees within area of con-
Sideration parameters in the Promotions and Placements Referral System (PPRS) Selection Request (SR)
areincluded for initial and basic eligibility determinations. PPRS also provides for the automatic identi-
fication of eligible employees serviced by the same CPF who are temporarily absent and unable to apply
on their own behalf, employees on detail or who were transferred to an international organization, and
former employees in military service who are entitled to consideration in absentia. Additionally, at CPF
option, employees registered through the CSB may be reached for consideration. If avacancy announce-
ment (solicited manually or through the PPRS in-system capability) is used, final certification may be
limited to those who have applied though the announcement whether or not PPRS processing has been
used. Employees who may be excluded are:

2.16.1. Those who have indicated unavailability for specific positions or types of positions, or for
certain locations or organizations need not be included, provided it was made known to them that they
would not be considered for such positions until they have notified the CPF of a change in their avail-
ability.
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2.16.2. Employeesfor whom the necessary qualifications and evaluation data are not yet available for
ranking may be temporarily excluded from consideration pending acquisition and processing of these
data. Arbitrary "waiting periods" are not authorized, and any temporary exclusion of employees
under this provision must be based solely on administrative processing requirements. An employee
may not be denied consideration for longer than three months.

2.16.3. Employees who apply after the closing date specified in an announcement are excluded from
fina consideration unless the announcement provides for later filing. In such cases, all employees
who meet the conditions specified for late filing are given the same consideration.

2.16.4. When continuing registers are set up to fill recurring vacancies of asimilar kind and these are
opened up periodically for entry of new employees, an employee who enters on the rolls or who
acquires digibility (or those with newly acquired qualifications) after establishment of the register
may be excluded from consideration until the next regular updating.

2.16.5. An overseas employee who is within 90 days of established rotation date is omitted from cer-
tification for promotion to a position in the overseas area(s) of consideration for which considered.

2.16.6. Employees whose clearances have been withdrawn or denied cannot be placed on sensitive
positions; their referral on promotion certificates may prevent other selectable employees from being
considered. Therefore, these employees will be removed from consideration for promotion when the
position(s) to be filled require security clearances. Affected employees must be notified that they will
not be considered as long as the revocation or denial isin effect.

2.17. Promotion Evaluation Pattern (PEP).

2.17.1. A PEPisan objective statement of position requirements against which employees are evalu-
ated. The PEP is developed as a result of ajob analysis (JA) of the position(s) to be filled whereby
essential KSAsareidentified. The pattern may apply to a group of positions organized by occupation
and grade or to one position. It states the requirements for basic eligibility in the screening process,
evauation criteria applied in the quality ranking factors and for the final relative ranking of competi-
tors. The PEP must show as a minimum the positions covered; documentation of the minimum qual-
ification standards; selective placement factors, if used; and applicable ranking factors.

2.17.2. A selection-oriented JA identifies the KSAs and other characteristics that are the best predic-
tors of future job success. The JA process results in documentation of the relationship between job’s
content (or major job requirements (MJR)) and the KSAs and personal characteristics identified.

2.18. PPRS Selection Requests. SRs establish the computer processing criteria that result from the JAs
and are stated in the PEP. Computer output products generated as a result of the SR are retained as a pa
of the promotion record case file(s).

2.19. Determining I nitial and Basic Eligibility.

2.19.1. Screening Factors. The screening factors established by the PEP are applied to all competing
employees. Employees who meet these requirements are considered to be minimally tpralified
ranking purposes; afinal check is made before certification to assure all qualifications requirements

are met and documented. Any special screening conditions for basic eligibility such as special physi-
cal skills, willingness to travel by aircraft, etc., must be job-related and legitimate requirements of the
position being filled.
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2.19.2. Qualification Requirements. These are usually limited to the requirements specified in the
minimum standards established or authorized by OPM for inservice placement, including digibility
ontests required by OPM. Additional placement factors may be used as supplementary requirements
only when clearly justified by job demands.

2.20. Federal Wage System (FWS) Positions. When rating candidates for FWS positions, the KSAs
acquired through work experiences are evaluated through the JA process. OPM Handbook X-118C, OPM
Internal Qualification Guides for Trades and Labor Jobs, should be used to assist in the identification of
MJRs, KSAs and other quality ranking criteria.

2.21. ldentifying Best Qualified Candidates.

2.21.1. Generd Information. Federal merit promotion policy requires that selection be made from
among the best-qualified candidates. Valid job-related evaluation criteriathat extend beyond the min-
imum requirements specified by the qualification standard must be used to permit meaningful ranking
of eligible candidates.

2.21.2. Progression Level Factor (PLF) Criteria. PLFs measure and compare such aspects as the
scope, quality, pertinency, recency, and quantity, of candidates work experience, education and train-
ing related to the requirements of the position being filled. However, quantity measures are only
appliedif:

2.21.2.1. It can be verified by the JA that additional experience beyond the minimum required to
qualify would significantly contribute to the candidates’ qualifications and then only in combina-
tion with quality criteria, or;

2.21.2.2. For lower grade positions when meaningful quality level cannot be defined and docu-
mented in the JA.

2.21.2.3. PLFs normally do not include criteria for more than 5 years beyond the minimum
requirement. Occupational or subject-matter experts (SME) are normally used on panels assem-
bled to conduct job analysis and develop PLF specifications.

2.21.3. Employees who indicate a desire to be considered on a reassignment or
change-to-lower-grade basis for a position for which it is proper to invoke competitive procedures are
interranked with other competitors.

2.22. Candidate Evaluation.

2.22.1. All employees within the area of consideration receive consideration for each position being

filled. Datain each employee's automated master personnel file (MPF) is matched against criteria
specified in the PEP Computerized processing procedures to determine initial and basic digibility.
Employees who meet basic eligibility requirements are ranked through the application of “ranking cri-
teria,” placing each eligible in his or her rank order. The computer Product Index listing identifies the
rank order of each basically eligible employee.

2.22.2. Progression Levels.

2.22.2.1. PPRS processing encompasses up to 2 progression levels with up to five separate PLF
within each progression level, allowing for up to 10 separate levels. Within this framework, SRs
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correspond to the criteria stated in each specific PEP. Therefore, not all PLFs are required to be
used for every position being filled.

2.22.2.2. Automated support of merit promotion processing is based on the concept of maximiz-
ing employee progression. The design of SRsis aimed at accomplishing two distinct objectives:
alowing employees to rank as highly as experience, training, education, etc., will permit; and
making distinctions between PLFs that will permit meaningful differentiation between compet-
ing employees.

2.22.2.2.1. Education and Training. The application of education and training in the PEP
must correspond to the findings of the JA and be alogical extension of the OPM qualification
standard. Therefore, in most instances, education and training are used on the basis of substi-
tution for an equal amount of experience. The same logic must apply when they are used in
the ranking process. Thus, job-related education and training may only be used as an alter na-
tive means of employee progression in any PLF, unlessit can be positively demonstrated and
documented that there is no equivalent amount, variety or combination of work experiences
qualifiable. Selecting officials are provided career briefs of certified candidates; since this
dataisreadily available, in most instances, the purposes of merit can best be served by evalu-
ating education, training, awards, and self-development efforts during the final selection pro-
cess. At that time, officials can review and assess pertinency, recency, and job-relatedness of
these factorsin relationship to the KSAs each competitor possesses.

2.22.2.2.2. Appraisals.

2.22.2.2.2.1. Theuse of appraisal of work behaviors (AF Form 860A) scoresis not autho-
rized for use in the PLFs for merit promotion. Appraisal scores are held in abeyance and
used in the rank order process. At that time, they are applied using scores derived from
algorithms to determine rank order.

2.22.2.2.2.2. For merit promotion the appraisal of work behaviors (AF Form 860A) must
bethefirst sort priority. This assures every candidate meeting basic eligibility uniformly
receives ranking credit on the appraisal of work behavior.

2.22.2.2.3. Tests.

2.22.2.2.3.1. Test scores are not authorized for use in the PLFs for merit promotion pur-
poses. If atest isauthorized as aranking factor, test scores are applied in the final sort pri-
orities.

2.22.2.2.3.2. Inthefinal sort priority, if atest scoreisto be used, the scoreis added to the
appraisal score. This combined score then become the first sort criteria

2.22.2.2.4. Awards. The DCPDS Centra Table 298 is established locally based on the broad
categories established by HQ USAF. Credit for awardsis only given when related to the posi-
tion being filled. The actual weights built into the table are locally determined according to
the prescribed categories. If promotion career briefs are included when issuing a certificate to
selecting officials, it must be indicated that related awards information contained therein must
be considered in making the selection. If career briefs are not included, applicable award data
must appear on the certificate for the selecting official’s consideration. Awards are used asthe
second sort priority; however, CPFs may choose to bypass the crediting of awards under
PPRS. Intheseinstances consideration of awardsisreserved for the selection process. Select-
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ing officials are informed that they must review awards data on each certified candidate and
take into consideration the merit and job-relatedness of the award(s) in making a selection
determination from the promotion certificate.

2.22.3. Sort Priority Processing. Sort priorities represent the final rank-order processing routines.
They determine the rank ordering of competitors within each PLF. Thus, all competitors are ranked
using uniform criteria. As specified above, the factors used for sort priorities are appraisal of current
performance, test scores, and job-related awards. Final ties are broken using RIF service computation
dates (RIF SCD).

2.23. Civilian Performance and Promotion Appraisal. AFI 36-1001, Performance Management, pro-
vides guidance on the use of the AF Form 860, Civilian Performance and Promotion Appraisal. Part
[11 of thisform isto be used for ranking employees under the Air Force Merit Promotion Program.

2.24. Promotion Registers.

2.24.1. Establishing Registers. Registers must be established when a group of competitors is evalu-
ated and placed in rank order with the intent of certifying eligibles from the registers for promotional
opportunities; that is, for a higher grade or for a position of know promotion potential leading to non-
competitive promotion to a higher grade. In addition to listing the names in rank order, the register
shows the evaluation of each competitor on each ranking factor used, the date it was established, and
the date(s) competitors were entered on the register.

2.24.2. Life of Registers. A promotion register may be used for one-time referral or it may have an
indefinite life. However, at intervals of no longer than 3 months, the entire register must be updated
to give new employees and those who have become qualified since the date of the last evaluation and
ranking process the opportunity to be rated and listed on the register in their proper order.

2.24.3. Useof Registers. A register isused only for promotion purposes in the same area of consid-
eration for which the register wasinitially established. Employees are usually drawn from the register
in regular rank order for all positions by the register. When justified, however, selective certification
from a general register may be used to compile promotion certificates based on specialized job
requirements as documented by the JA and approved by the CPF. Selective certification may also be
based on a smaller than established area of consideration if a general promotion register has been
established on the basis of installation-wide competition for broad classes of positions or occupations
in which large numbers of employees are eligible. If vacancy announcements are used and selective
certification is expected, the announcement must address this fact. If general registers are established
without the use of specific announcements, the areas of selective certification must be specified in the
local merit promotion plan or through other appropriate measures to keep employees informed.

2.25. Certification for Promotion. A promotion certificateis alisting of the names of the best qualified
candidates who are within reach on the register for referral to the selecting supervisor. The listing order
of certification is determined by CPFs; commonly used methods are alphabetical, random order, or rank
order. No matter what order isused, selecting officials should be made aware that all certified eligible are
entitled to equa consideration and any may be selected, subject to requirements to select a repromotion
eligible. Loca merit promotion plans must state this.

2.25.1. Availability of Eligibles. To provide a full certificate of eligibles for the supervisor and to
save time, the CPF may find out the availability of eligibles before its preparation. Names of employ-
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ees who indicate nonavailability for specific position, organization, or locations may be omitted from
the promotion certificate for such positions. Omission from a certificate for this reason does not affect
an employee’'s digibility or the order of his or her relative standing on the register for other certifica-
tion.

2.25.2. Normal Certification Procedures. A certificate usually has the names of up to 10 persons and
not more than 15, if ties exist within a PLF (absent sort priority processing) of the tenth certified
employee. More than 10 names, but not to exceed 15, may be certified when competitors are tied for
listing on the certificate. If, however, certification of all tied competitors would result in a promotion
certificate of more than 15 names, ties are broken by the established sort priority order.

2.25.2.1. One additional name is certified for each additional vacancy to be filled.

2.25.2.2. If two or more supervisors request certification at the same time, the same eligibles are
certified to each supervisor with additional names certified for consideration if higher ranking
candidates decline.

2.26. Alternate Certification Procedure. A promotion certificate normally contains a reasonable num-
ber of the best qualified candidatesfor referral to the selecting official. However, CPFs and selecting offi-
cials may opt to use the alternate certification procedure as follows:

2.26.1. Ininstances where the best qualified group (following the final evaluation process) has been
determined and a candidate whom the selecting supervisor considers to be the best qualified is among
that group, the selection may be made at that time without formal certification.

2.26.2. Thisprocedure may be used only if the area of consideration is sufficiently wide to the extent
that an adequate number of high quality candidates could reasonably be expected to surface.

2.26.3. In order to be selected under the aternate certification procedure, the proposed sel ectee must
be within reach on the ranked roster or in the highest category grouping and otherwise certifiable to
the supervisor for selection.

2.26.4. Documentation of the selection using this procedure must be sufficient to the extent that a
complete and accurate reconstruction of the action can be effected, if needed, at alater date. It isrec-
ommended that procedures be developed to assure consistency in the maintenance of the administra-
tive records.

2.26.5. CPFs may implement this alternative procedure only upon receiving authorization from their
MAJCOMs.

2.27. Optional Certification Procedure. When justified, multiple certificates may be used on a pro-
jected use basis. When it is expected that all highly qualified eligibles down to a predetermined point on
a particular register are within reach for promotion certification within a reasonable period of time, a
number of promotion certificates may be issued listing eligibles who are above that point on the register.
The use of a given register must be planned by calculating existing vacancies predictable by turnover
experience for the position for which the register is established. A determination as to what constitutes a
reasonable period of time must be based on factors such as the number of current and anticipated vacan-
cies, as shown by turnover experience for the particular occupation. When multiple certificates are
issued, they may contain up to 10 names; 15 if ties exist, with one additional name certified for each addi-
tional vacancy to be filled simultaneoudly by the same supervisor. Eligibleslisted on an outstanding cer-
tificate may, but need not, be repeated on other certificates. However, as certificates are returned to the
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CPFs, names of nonselected eligibles must be restored to the register in proper order and listed on later
certificates. Certification beyond the predetermined point may not be made until that point is properly
reached through recertification and selection. Procedures established must provide for prompt return of
certificates.

2.28. Certification by Category Groupings.

2.28.1. When only 10 or fewer candidates meet minimum qualification, a simplified JA and evalua-
tion procedure may be used. In lieu of formally rating and ranking candidates, they may be grouped
into two categories (such as Category A for highly qualified candidates and Category B for minimally
qualified candidates).

2.28.2. In determining the highly qualified candidates, analyze the position to determine and docu-
ment the job-related qualitative criteriawhich are most likely to indicate successful job performance.
The candidates are then evaluated (either through PPRS or manually) against the criteria; those meet-
ing the criteriaare certified to the selecting official as Category A (highly qualified candidates). There
isno further requirement to individually rank or determine a"highly-qualified" group. Only Category
A candidates may be selected.

2.28.3. If the selecting official wishes to consider al candidates, all may be referred. The selecting
official, however, is responsible for evaluating and documenting candidates against the qualitative
Category A criteria. Only those determined to meet Category A criteria may be selected.

2.28.4. When using the category method for 10 or fewer candidates, use of performance appraisals
may also be smplified. Appraisals (AF Form 860A) need only be used for screen-out purposes as
described in AFI 36-1001. That is, those with lessthan a Fully Successful rating will not receive con-
sideration for merit promotion.

2.29. Career Brief and Qualification Profile. The certificate issued to a supervisor is normally accom-
panied either by the career brief, a supplemental qualifications profile or Official Personnel Folder (OPF)
for each of the certified eligibles, including evaluation data on the same aspects of qualifications and
merit. If the profile, rather than career brief isissued, it must be in such form that a ready, comparative
evaluation, and objective selection decision can be made. The selecting supervisor may also request addi-
tional qualification information from the CPF or from the present or former supervisors of those certified.
Also, the following is furnished to the supervisor, when pertinent, or may be obtained from review of the
OPF:

2.29.1. Specia Recognition of Achievements. Thisincludes honorary and cash awards and commen-
dations given by the Air Force, other Government agencies, and private sector recognition, aswell as
outstanding performance ratings and awards by professional or non-Federal organizations, provided
these awards are not restricted to persons of a particular sex, age, or minority group.

2.29.2. Other Considerations. Other datarelating to an employee’s merit for promotion or suitability
for the position include noteworthy accomplishments on or off the job; special skill or special training
not considered in the ranking process; self-development efforts; mobility assignment; publication of
professional articles; recent disciplinary actions; below average or marginal performance; and,
within-grade increase withheld. Taking part in management education and training should be consid-
ered when selecting employees for advancement, particularly to positions involving managerial
responsibility.
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2.29.3. Selecting From a Certificate. Except as otherwise provided in this manual or by specific
requirement of higher authority, any of the candidates listed on the certificate may be selected. Any
entitlements to PCS costs must be in accordance with the JTR. The cost involved in moving an
employee from adifferent geographic areaisweighed in relation to hisor her qualification and therel-
ative qualifications of available candidates from within the commuting area.

2.30. Corrective Action Involving Nonselected Employees. If the corrective action did not include
vacating the position, an employee who was not promoted or given proper consideration because of avio-
lation, may be given priority consideration under a new promotion or other placement action, at local
determination. However, if some type of priority consideration is extended, management’s right to select
or nonselect must be preserved.

2.31. Employee Audit of Datain Master Personnel File (M PF).

2.31.1. CPFs must make sure employees review placement information contained in their MPF
before implementing PPRS processing.

2.31.2. The audit process must be completed before an employee is considered through PPRS pro-
cessing.

2.31.3. After completing the audit, the most recent signed and dated promotion career brief will be
retained by the CPF and placed in the employee’s OPF.

2.32. Considering Employeesin Military Service, Serving With International Organizations, or in

L eave Without Pay Status While in Receipt of Compensation. All employees absent in military ser-

vice, serving with international organizations or in leave without pay status while in receipt of compensa-
tion must be considered during their absence for promotion to positions located in their normal area of
consideration that are serviced by the same CPF.

2.32.1. Use of Special Promotion Evaluation Pattern. An employee who is absent in military service
or serving with international organizations is usually evaluated and ranked by the same method as
other competitors. If such an employee is being considered for a position for which a test is used as
one of the final ranking factors and he or she has not taken the specified test, final rank order will be
determined by the available data in the employee's MPF. If he or she is within reach for selection his
or her name will be referred in addition to the names of the candidates certified on the basis of the reg-
ular PEP.

2.32.2. Actions. Documenting actions taken in absentia will be in accordance with criteria specified
in The Guide to Processing Personnel Actions. Consideration given to employees absent in military
service or serving with international organizations who are not selected must be recorded and placed
on the left side of the OPF. This record indicates for each employee the position for which considered,
the name of the candidate selected and date of selections, and all other information considered perti-
nent to the decision.

2.33. Temporary Promotions.

2.33.1. Authority for Usetable 8.5. lists the reasons for which temporary promotion are authorized
and specifies the conditions and limitations that apply to each. Effective controls must be established
locally to assure economical and fair exercise of this authority. However, when employees are fully
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qualified for promotion, their assignment to higher grade positions by temporary promotion in place
of detail is encouraged. Temporary promotions to positions not covered by a promotion plan may be
made for the reasons shown in table 8.5. and are subject to the same controls, conditions, and limita-
tions except that formal competition is not required for selecting employees.

2.33.2. Considering Employees Serviced by other CPFs. Employees of other agencies are not con-
sidered or offered transfers on a temporary promotion basis. Employees of Air Force activities ser-
viced by other CPFs are not considered for or offered temporary promotions. They may be
considered, however, upon approval of the parent MAJCOM or upon mutual agreements of the ser-
vicing CPFs. In such cases, the gaining CPF assumes obligation for placement of the employee after
termination of the temporary promotion, except in unusual cases when the temporary promotion was
made for an extended period of time, and prior approva of the parent command(s) for return to the
former position or activity is obtained.

2.33.3. Processing a Temporary Promotion. When an employeeis selected for temporary promotion,
he or she must be informed of the temporary nature of the promotion and related conditions, including
contemplated return to the former position or to another position at the same grade as his or her posi-
tion. If the employee is serving with salary retention or with a retained rate, he or she must also be
informed of the effect of the termination of the promotion on the employee’'s pay. The employee is
then given an opportunity to accept or declinein writing. A declination does not affect an employee’s
eligibility for consideration for promotion to other positions.

2.33.4. Status of Employees. A temporary promotion differs from aregular promotion in that:

2.33.4.1. Thereis arecorded predetermination that the temporary promotion and subsequent
demotion of the employee exists and that the employee was notified of and agreesin writing to the
conditions of the temporary promotion.

2.33.4.2. The employee competesinaRIF asif he or shewere still serving on the permanent posi-
tion.

2.33.4.3. An employee serving on atemporary promotion continues to receive consideration for
permanent promotion to all positions for which qualified above the permanent grade level.

2.33.4.4. Service under atemporary promotion is credited the same as any other service.

2.33.5. Terminating Temporary Promotion. table 8.6. lists the placement actions that may be taken
when terminating a temporary promotion and shows the conditions under which they may be made.
When atemporary promotion isterminated, the employee usually returns to the previous position, if it
isserviced by the same CPF. When the temporary promotion isto a position at an activity serviced by
a different CPF, the employee is not returned to the former position, but is placed at an activity ser-
viced by the gaining CPF in a position of no lower grade than the employee’'s former position, unless
prior approval was obtained for return to the former activity.

2.33.6. Method of Filling a Position Vacated by Temporary Promotion. When a position is vacated
by an employee who has been temporarily promoted, the vacated position may be filled by another
temporary promotion.

2.34. Relationshipswith Labor Organizations.

2.34.1. When a promotion plan is to be developed or revised at any organizational level below HQ
USAF, alabor organization having exclusive recognition at that level for employees affected by the
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plan are given an adequate opportunity to negotiate on the content of the plan. Management dis-
charges any obligations required by an existing negotiated agreement covering such employees.

2.34.2. An existing negotiated agreement, having provisions contrary to a new or revised promotion
plan issued above the organizational level of recognition, takes precedence during the life of the
agreement.

2.35. Keeping Employees Informed.

2.35.1. Notifying Competitors of Consideration Given to Them. Usually under PPRS processing
mode, it is unnecessary to advertise locally for specific vacancies since all employees in the area of
consideration are included in initial screening. Also, output products are available at CPF option to
show to competitors the extent of consideration they received by any given competitive action pro-
cessed under PPRS.

2.35.1.1. When specific vacancies are announced requiring employees to apply for consideration
and final certification is made on the basis of application under the announcement, those who
apply must be informed whether they were rated eligible or ineligible, and, if eligible, whether
they were ranked among the group referred to the selecting supervisor for consideration.

2.35.1.2. When promotion announcements are issued which form the basisfor establishing a con-
tinuing register from which certification will be made over a period of time, employees who apply
must be informed whether they have been rated eligible and entered on the register or whether
they were rated ineligible.

2.35.1.3. When PPRS processing is used as the sole means to identify eligible employees,
employees must be informed that they have the right to review PPRS SRs and PEPs for positions
they met basic eligibility. Employees are also entitled to full disclosure of the specific criteriain
the PEP they did not meet as well as experience, training, etc.

2.35.2. Experience Update. Employees should be advised periodically of their obligation to update
their experience record to enter any data that would serve to enhance qualifications for future job
placements.

2.36. Information About Specific Promotion Actions.

2.36.1. When promotion candidates have been interviewed by a supervisor as a part of the selection
process, the supervisor has a corollary obligation to inform those interviewed, either orally or in writ-
ing, of the final selection. The selecting official must also, as a matter of courtesy and in the interest
of sound supervisory-employee relationships, inform those employee under his or her supervision
who were certified for consideration but who were not formally interviewed. CPFs must make sure
that supervisors are aware of these responsibilitiesin local merit promotion plans.

2.36.2. A competitor and/or a designated representative is entitled, upon inquiry to a CPF, to be
informed of his or her rank order and overall assessment of qualifications against the ranking criteria.
PPRS output products are available to assist in these counseling situations. However, employees will
not be informed of another employee’s rank order or assessment of qualifications against eligibility or
ranking criteria.

2.37. Handling Employee Complaints and Resolving Dissatisfactions. An employee who believes
that hisor her experience was not properly credited under the governing qualification standards, that he or
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she wasincorrectly ranked, that the terms of the plan were not followed, or that he or she was deprived of
promotion consideration is urged to discuss his or her complaint first with the CPF in an effort to obtain
an informal resolution. Formal complaints are processed under AFI 36-1201, Discrimination Complaints
or negotiated grievance procedure.

2.38. Useof Tests. OPM and Air Forcetests are used only when required by OPM or when authorized by
HQ USAF. Tedts are appropriate for use in the Merit Promotion Program when they have documented
relationship to job requirements, so that the principles of merit promotion and equal employment are
served and affirmed. Theterm "tests" in this context refers to those procedure for which considerations of
validity and fairness call for administration under highly controlled conditions and maintenance of secu-
rity of materials against compromise.

2.38.1. Vaueof Testsin Merit Promotion. Professionally prepared written, performance, or oral tests
can be useful by providing areliable and objective way to measure candidates’ KSAs. Tests are par-
ticularly useful when candidates’ present job duties are not closely related to those of the position
being filled, or when important KSAs among the group of candidates could not otherwise be mea-
sured.

2.38.2. Sources of Test Information. Air Force tests that may be considered for use are listed in Air
Force Index 7 (AFIND7). In addition, the OPM publishes information concerning OPM tests in sup-
plements, letters, bulletins and elsewhere as may be appropriate. Users who wish to include tests in
their local merit promotion plans should consult these OPM directives for guidance on selecting,
using, and preparing adequate documentation for tests. When an unusual test need exists, or when the
situation calls for nonstandard application of an existing test, users should follow the guidance in Air
Force personnel measurement and research directives. Like any selection proceduresin merit promo-
tion, proposed procedures that include the use of tests must be documented, based on identified job
requirements, and as directed by Federal guidelines governing the use of selection procedures.

2.39. Promotion Records.

2.39.1. Promotion Plans. The promotion plan(s) for filling all positions at an installation and serviced
activitiesis maintained in the CPF.

2.39.2. Individual Promotion Actions. Records of individual promotion actions include:
A copy of citation of the PEP used.

A copy of the ranked roster of eligible competitors (or reference to an established, continuing regis-
ter).

A supplemental list of noncompeting candidates, if furnished.
Other related documents that would help reconstruct the instant promotion action.

2.39.3. Information To Employees. Copies of issuances providing employees with information on
the provisions, procedures, and operation of the promotion program must be retained in the CPF for 2
years.

2.40. Review of Promotion Programs. The OPM requires an annual review be made of the promotion
program. The purpose of thereview is:
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2.40.1. To determine effectiveness of promotion plansin staffing positions with high quality employ-
ees and provide equitable career opportunities for employees.

2.40.2. To find needed improvements.
2.40.3. To assure acceptance by supervisors and employees.
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Chapter 3

DEVELOPMENTAL OPPORTUNITY PROGRAM (DOP)

3.1. Air Force Policy. It is Air Force policy to design, administer, and support advancement opportuni-
tiesfor lower-grade level civilian employees throughout the DOD. This program isdesigned to help them
reach their full potential and productivity and to fulfill the Air Force mission. Employees with potential,
but lacking qualifications, can be helped to become qualified for current or projected positions through
competitive selection for mission-supportive job experience and job-related training and education. The
guidance provided in this attachment will be incorporated into local base Merit Promotion Plans (MPP).
Thispolicy iscarried out without regard to race, color, religion, sex national origin age, physical or mental
disability, or other non-merit factor.

3.2. Background. The Government Employees Training Act (Chapter 41, Title 5, USC) isthe legal basis

for setting up training and educational programs to broaden opportunities for lower-grade level employ-

ees. The Equal Employment Opportunity (EEO) Act of 1972 (Public Law 92-261) requires agencies to

set up training and educational programs needed to develop employees’ KSAs so that they may perforr
at their highest potential. In addition, Section 501 of the Rehabilitation Act of 1973 and the Vietham Era
Veterans Readjustment Assistance Act of 1974, requires the same opportunities be afforded to employee
with disabilities and eligible Vietnam Era and disabled veterans.

3.3. Objectives. The goals of the DOP are established according to mission and organizational needs anc
they are as follows:

3.3.1. To provide the means by which the capabilities of participants are increased to the fullest extent
possible.

3.3.2. To provide employees with an opportunity to enter bridge or career positions through planned
on-the-job and formal training.

3.3.3. To increase employee morale.

3.4. Relationship with Affirmative Employment (AE). The DOP is an integral part of AE. It can be an
appropriate vehicle for placement of women, minorities, and the disabled into positions where underrep-
resentation exists.

3.5. General Responsibilities. The DOP requires the full commitment of commanders, functional man-
agers, supervisors, civilian personnel officers, participants and others to ensure its success. Each strive
to ensure the full use and upward progression of employees whose performance, work history, interest
assessed potential and education can be matched with developmental opportunities related to missic
needs.

3.6. Responsibilitiesof Commanders:
3.6.1. Ensure the DOP is incorporated into the base MPP and implemented.

3.6.2. Ensure that managers and supervisors are knowledgeable and trained.
3.6.3. Express support and commitment to the DOP.
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3.6.4. Provide adequate resources based on availability of fundsfor the program including provisions
for financial planning and budgeting.
3.7. Responsibilities of Functional Managers and Super visors:

3.7.1. ldentify positions which may be filled through the DOP while on line with the mission and
needs of the installation.

3.7.2. Identify KSAsrequired at each step of the career ladder.

3.7.3. Restructure positions to increase developmental opportunities.

3.7.4. Counsel and encourage employees to apply for the DOP.

3.7.5. Identify training needs that are cost-effective.

3.7.6. Provide periodic evaluation of trainees’ performance and progression.

3.7.7. ldentify participants who are not satisfactorily progressing and discuss with the CPF appropri-
ate action to be taken.

3.8. Responsibilitiesof the Civilian Personnel Officer or Designee:
3.8.1. Design and implement the program.
3.8.2. Serve as coordinator of the program.
3.8.3. Assist functional managers and supervisors to identify positions to be filled through the DOP.
3.8.4. Publicize programs.
3.8.5. Counsel employees.

3.8.6. Develop and implement appropriate selection procedures.

3.9. Eligibility. All US citizen employees at GS-1 through GS-8 and WG-1 through -7 who are not serv-
ing under a time-limited appointment or on a position that is targeted to GS-9 or above. Employees serv-
ing under excepted appointing authorities may be selected only if appointment to the target position can
be made under the same appointing authority or if the appointing authority provides for conversion into
competitive appointments.

3.10. Identification of Positions. Critical to the success of the program is the identification of appropri-

ate target positions. To identify possible target positions suitable for developmental opportunity consider-
ation, it may be necessary to analyze the skills of current employees, review current and anticipated
position vacancies, and determine which positions lend themselves to restructuring.

3.10.1. Not every position that can be restructured need be included in the DOP. Determination of
inclusion in the DOP is made by the supervisor on a continuing basis as vacancies become available.

3.10.2. Once target positions, specific positions for which the employee is being trained, have been
identified, the normal line of progression or career ladders should be established. Target positions
should be restructured to the entry or intermediate grade levels with an identified final target position.

3.10.3. Target positions are normally classified as either career or bridge positions. Career positions
are either positions which extend to GS-9 or above (usually two-grade interval series) or WG posi-
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tions with journeyman grades of WG-8 or above; while bridge positions are lead-ins or provide qual-
iIfying experience for the career positions. Developmental opportunity usually encompasses
movement from support positions, those positions which normally do not provide the possibility for
advancement to the GS-9 or above or WG-8 or above level or the experience needed to progress to
other positions, into bridge or career positions or movement from bridge positions into career posi-
tions.

3.11. Implementation.

3.11.1. Selection for placement into a developmenta opportunity position is accomplished through
competitive methods as required by AFPD 36-2 and the base MPP. Individuals may be selected for
competitive promotions, reassignments, or changes-to-lower-grade. Candidates are identified
through any number of competitive methods: PPRS, self-assessment, panel interviews, assessment
centersor other job-related performance exercises; or any combination of methods, e.g., locally devel-
oped self-evaluation criteria or forms and PPRS, PPRS and panel interviews, etc. Whatever method
Isused, it is based on the JA of the entry level position.

3.11.2. Candidates must meet basic eligibility requirements, unlesstraining agreements are utilized or
competitive reassignments as authorized under the general amendment to qualification standards.
Any minimum education, license, or certification requirements must be met and cannot be waived.
The area of consideration may be limited to mgor organizational entities (e.g., laboratories, centers,
directorates, etc.) according to the base MPP.

3.11.3. Employees selected for positions identified for inclusion in the DOP are entitled to pay reten-
tion in accordance with governing OPM regulations.

3.12. Training Agreements. Training agreements are required when intensive training is used as a sub-
stitute for normal qualification standard requirements. Based on the delegation in authority by OPM and
DOD, bases will develop DOP training agreements that include waivers of qualification requirements,
including time-in-grade, and/or one accelerated promotion. All agreements are submitted to and
approved by the installation commander or designee and are reviewed at least annually. The training

agreements must describe:
Reason for agreement.
Positions to be covered.
Selection procedures.
Length of training.
General training plan.

Flexibility provision for the length and intensity of training.

3.13. Formal Training Plan. A formal training plan is required for each employee on a training agree-
ment. In all other cases, aformal training plan may be used. The plan delineates the training and devel -

opmental activities required to qualify for the target position. The plan should include the following:
3.13.1. The KSAs needed for successful performance in the target position.
3.13.2. Objectivesrelated to the KSASs.
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3.13.3. Specific training and developmental activities needed to meet objectives.
3.13.4. Flexibility provision for the length and intensity of training.
3.13.5. Target dates for completion of objectives. Provisionsfor periodic evaluations.

3.14. Counseling. The CPF, in addition to supervisors, isresponsible for providing comprehensive coun-
seling to assist employeesin identifying their career goals, qualifications, and match these with organiza-
tional needs and developmental opportunities. Counseling may be accomplished by the servicing
employee development specialist, affirmative employment specialist, or individual s knowledgeabl e about
staffing procedures and the MPP.
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Chapter 4
MILITARY SPOUSE PREFERENCE PROGRAM

4.1. Authority. The authority for military spouse preference is Public Law (PL) 99-145, as amended by
PL 99-661 and PL 100-180 (10 USC, Section 133 Note). This chapter implements DoD Instruction
1404.12, Employment of Spouses of Active Duty Military Members Sationed Worldwide. Air Force pol-
icy and procedures for military spouse preference employment in nonappropriated fund (NAF) positions
are addressed according to Air Force Instruction 34-310,Nonappropriated Fund Personnel Program
Management and Administration Procedures. This manual does not apply to the filling of Air Force
Reserve or Air National Guard Technician positions.

4.2. Military Spouse Preference Eligible. Eligibility for military spouse preference is not warranted to
the dual military couples where one spouse is discharged and desires to seek civil service employment at
the current duty station. Eligibility asamilitary spouse preference applicant may be established if one of
the following conditions are met:

4.2.1. A military spouse who entered into marriage with the military member prior to relocating
because of service under a statutory tour. Eligibility for preference does not extend to the military
spouse unless marriage took place prior to the relocation of the military member to the new duty sta-
tion area.

4.2.2. For foreign area assignments, amilitary spouse who marries subsequent to a permanent change

of station (PCS) assignment to aforeign area and who acquires command sponsorship in accordance
with DaoD Instruction 1315.7, Military Personnel Assignments, as implemented by the sponsor’s mil-
itary department, may acquire the entitlement to military spouse preference.

4.2.3. Is a spouse of a new recruit to active duty in the Armed Forces relocating to a new and perma
nent duty station after completing basic and advanced individual training at one or several temporary
duty stations.

4.2.4. Is a spouse of a new recruit who has received a permanent assignment at the same duty statit
where all of the initial entry training was received.

4.2.5. Is a spouse of a former military member placed directly within the permanent unit of assign-
ment without undergoing initial entry training.

4.2.6. Is a spouse of a member of the National Guard who has been called to active duty under the
provisions of Title 10. In this instance, military spouse preference applies only if the spouse has relo-
cated as a result of the activation of the National Guard military member sponsor under Title 10.

4.3. Applicability of Military Spouse Preference. The following are instances in which military spouse
preference is not applicable:

4.3.1. Positions in the National Security Agency (NSA), the Defense Intelligence Agency (DIA), or
other organizations in the DoD Components that have a primary function of intelligence, counterintel-
ligence, or national security, including Civilian Intelligence Personnel Management System (CIPMS)
positions.

4.3.2. Professional educator positions with the Department of Defense Dependent Schools (DoDDS)
Spouse applicants for DoDDS educator positions with this system are given preference according tc
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DaoD Directive 1400.14, Salaries and Personnel Practices Applicable to Teachers and Other Employ-
ees of the DoD Overseas Dependents’ Schools System.

4.3.3. Full performance level competitive or excepted service positions covered by mandatory mobil-
ity agreements.

4.3.4. Fill actions when such actions would adversely impact ongoing affirmative employment Equal
Employment Opportunity (EEO) programs, that is, when programs for achievement of minority and
gender equality, programs for persons with disabilities, or programs for affirmative employment of
veterans, including disabled veteran appointments and Veteran Readjustment Act Appointments
(VRA); would be adversely affected.

4.3.5. Situationsinvolving statutory or regulatory entitlements; that is, placement entitlements stem-
ming from reemployment rights, grade retention rights, or rights conferred by court decisions.

4.3.6. Filling of positions when statutes or regulations on veterans preference or nepotism would be
violated.

4.3.7. The filling of positions when a placement would result in the displacement of a current
employee of the activity (i.e., conversions from specia appointing authorities).

4.3.8. Thefilling of positions when placement of a military spouse would prevent placement of an
overseas returnee registrant of the DoD Priority Placement Program (PPP) or a PPP Priority 1 or 2
registrant.

4.3.9. A sponsor’s move when the move is a PCS that is in conjunction with retirement or separation.

4.3.10. Placements when followed by placement into any continuing DoD position at the new duty
location; that is, following entry on duty in a position expected to continue for one year or longer in
either the appropriated or NAF work force, whether or not preference was applied.

4.3.11. DoD employment following non-DoD Federal agency employment in a continuing position at
the new duty location.

4.4. Scope.

4.4.1. Worldwide for spouses of active duty military members of the US Armed Forces applying and
referred for certain appropriated fund positions in the excepted and competitive services in the DoD
Components for all GS and FWS positions.

4.4.2. Reciprocally across DoD Component lines for positions in the same commuting area as that of
the new duty station of the military member sponsor.

4.4.3. Spouses eligible for preference should be included as a part of minimum consideration areas in
the competitive placement process. Generally, the minimum consideration area will include all mili-
tary spouses eligible for noncompetitive appointment in the competitive service.

4.4.4. Placement of military spouses through this registration does not entitle the spouse to relocation
expenses under the DoD JTR or retained grade or pay, unless otherwise entitled.

4.5. Employment Information and Assistance. Employment information and assistance will be made
available for spouses seeking employment. This includes information provided as a part of a coordinated
effort with the Individual Newcomer Treatment and Orientation (INTRO) program staff members and
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with the Family Support Center spouse employment assistance section. Asaminimum, lists of currently
established positions should be readily available for review by spouses as an indicator of employment
possibilities or recruiting requirements. Applications from eligible military spouse preference candidates
must be submitted to and accepted at the CPF based on current and projected position vacancies.

4.6. Claim for Preference. The CPF must advise the military spouse of the entitlement to claim spouse
preference for DoD established positions.  Military spouses must be advised of various application pro-
cedures and encouraged to apply under al appropriate options. In advising the military spouse, the fol-
lowing information should be conveyed so that there is no doubt as to the intent of the program:

4.6.1. Spouse preference shall be limited to the specific position(s) for which applied.

4.6.2. Spouse employment preference may be exercised once for each permanent relocation of the
sponsor to an active duty location.

4.6.3. Declination of a continuing position for which the spouse has requested preference will serve
to remove a claim for preference for DoD positions in the commuting area of the sponsor’s duty loca-
tion.

4.6.4. Military spouse preference applies when the spouse has been determined to be among the “be
qualified” for the position to which referred.

4.6.5. Except for those military spouses reached for placement under Direct Hire Authority or from
an OPM register, including OPM registers maintained under a Delegated Examining Unit (DEU) or
Specialized Examining Unit (SEU) provisions, military spouses may be considered as preference eli-
gible only if the grade of the position to which referred is no higher than a grade previously held on a
permanent basis.

4.6.6. Military spouses may be considered concurrently for a number of positions. For example, the
military spouse on LWOP may be eligible for competitive promotion consideration, and may also be
eligible as a spouse preference candidate for a grade no higher than previously held on a permane!
basis.

4.6.7. The military spouse should be advised to claim preference according to personal employment
eligibility as follows:

4.6.7.1. Current Air Force employed military spouses requesting LWOP to accompany the mili-
tary sponsor to a new active duty location and desiring consideration at the new Air Force location
should apply for preference at the losing installation through the DCPDS special placement proce-
dures. Upon request at the gaining installation, the spouse must be able to provide the following
basic application information: a copy of the placement and experience history brief, and a copy of
the sponsor’s PCS orders, to include any amended orders, as applicable.

4.6.7.2. Current Air Force employed military spouses desiring consideration at non-Air Force
DoD activities, or preference candidates eligible for noncompetitive appointment to Federal ser-
vice positions, will claim preference through the procedures establishi2aDiri400.20-1-M,
Department of Defense Program for Sability of Civilian Employment, Appendix F (Program “S”).
Eligibles include current Federally employed spouses, spouses with competitive service reinstate-
ment eligibility, and spouses eligible for appointment under E.O. 12721. Consideration of spouses
in this group requires the spouse to present an up-to-date employment application, a copy of the
military sponsor’s PCS orders, and documentation confirming appointment eligibility.
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4.6.7.3. Military spouses without civil service status and without eligibility under E.O. 12721
may also exercise military spouse preference. When certifying a military spouse preference can-
didate under either of the following groups, an available veteran may not be passed over to select
a nonveteran, nor may an available military spouse preference eligible be passed over to select a
nonspouse preference eligible. Military spouses should be advised of the following:

4.6.7.3.1. If certification will be from an OPM register, from an OPM SEU or DEU register,

or under Direct Hire Authority, the military spouse must notify and present proof of appoint-

ment and preference eligibility to the CPF. A copy of an up-to-date employment application,

a notice of rating, and the military sponsor’s PCS orders confirming relocation to the new
active duty station, are the basic documentation necessary to enable the military spouse prefer-
ence determination.

4.6.7.3.2. In foreign areas, military spouses may exercise military spouse preference through
local Applicant Supply File (ASF) procedures as a Schedule A appointee, family member eli-
gible. The military spouse must notify the CPF of his or her intent to claim military spouse
preference. A copy of an up-to-date employment application and the military member spon-
sor’'s PCS orders confirming relocation to the new active duty station are the basic documenta-
tion necessary to enable the military spouse preference determination.

4.7. Preference Determinations. CPFs have the overall responsibility for making preference determina-
tions as follows:

4.7.1. Verification of Spouse StatudMilitary spouses who entered into marriage prior to relocating

to the sponsor’s new active duty location must be identified as the spouse of a military member relo-
cating under a statutory tour. For those military spouses who acquire command sponsorship accord-
ing to the provisions of paragragtR.2., a copy of the local Commander’s approving statement, in
addition to a copy of the military member sponsor’s PCS orders, will serve to verify the status of the
spouse preference candidate.

4.7.2. Time Period of Preference

4.7.2.1. In the United States, Guam, Puerto Rico, and other Territories and Possessions of the US,
the time period of military spouse preference eligibility begins 30 days before the military spon-
sor’s reporting date to the new location, and applies without time restriction, except that spouses
seeking preference with less than six months time remaining in the area will not be given military
spouse preference.

4.7.2.2. For foreign areas, the military spouse preference candidate may file an application for
employment 30 days before anticipated arrival; however, spouses may not receive preference until
actually reporting to the foreign area CPF. Spouses seeking preference with less than six months
time remaining in the overseas area will not be given military spouse preference.

4.7.3. Employment Eligibility The military spouse must be eligible for employment according to
4.6.7. of this chapter.

4.7.4. Qualification DeterminationThe military spouse preference eligible must meet the minimum
qualification standards and other basic eligibility criteria in order to be initially considered. In addi-
tion, the military spouse must have been determined to be within the best qualified group before being
referred as a military spouse preference eligible.
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4.8. Documenting Preference. Initial preference determination will be annotated on the application
form. When the military spouse is employed based on spouse preference, the Standard Form (SF) 50B,
Notification of Personnel Action, will cite the second authority code and authority according to the OPM
Guide to Processing Personnel Actions.

4.9. Applying Preference.

4.9.1. Noncompetitive Referrals. Noncompetitive selections and placements may be made without
application of military spouse preference; that is, reassignment, change-to-lower-grade, transfer
(reassignment and change-to-lower-grade), noncompetitive repromotion, placement to satisfy Reem-
ployment Priority List (RPL) entitlement or OPM Interagency Placement Program (I1PP) requirement,
and placement to satisfy ongoing EEO programs according to paragraph 4.3.4.

4.9.2. Application Procedures. Positions filled through open competition must be listed and applica-
tions must be accepted from military spouse preference applicants. A spouse preference candidate
who applies after areferral list has been issued is not entitled to consideration aslong as the selection
ismade from that original list.

4.9.3. Competitive Referrals. When competitive procedures are used and the position will be filled
through open competition, military spouses eligible for appointment or assignment who have been
determined to be military spouse preference eligibles must be considered.

4.9.4. Targeted Positions. When filling targeted positions, the preference applies at the permanent
target grade of the position to be filled. When application is based on prior civil service employment
eigibility, the target grade must be no higher than the highest grade previously held in the Federa
service.

4.9.5. Applicant Rating and Referral. The military spouse preference eligible is rated in relation to
competitive candidates for the position. Military spouse preference eligibles who rank equal to or
higher than the lowest ranking referable candidate are considered to be in the best qualified group. If
the spouse is among the best qualified, he or she will be referred to the selecting supervisor in advance
of other competitive candidates. If selection isto be made from the competitive recruitment source, a
referred military spouse preference eligible must be selected. If the CPF is unable to contact the
spouse after reasonable attempts to verify availability, the spouse may be nonselected and the certifi-
cate must be documented accordingly. CPFsrefer DCPDS category M1 registrants concurrently with
Program “S”. The same best qualified criteria that is applied to M1 registrants must also be applied
consistently to Program “S” military spouse candidates. If more than one spouse preference candidat
Is in the best qualified group, the selecting official may select any of the spouse preference candidates

4.9.6. Career Program Position&hen qualified non-Air Force spouse preference eligibles apply for
positions covered by career programs, a copy of the military spouse’s application which has been
coded (qualifying series and skills) along with the most recent appraisal, will be sent to the appropri-
ate career program PALACE Team at the Air Force Civilian Personnel Management Center
(AFCPMC) accompanying the request for the certificate of eligibles. CPFs must notify AFCPMC of
the availability of a currently employed Air Force military spouse preference eligible and forward a
copy of the preference eligible’s placement and experience history brief. The Air Force military
spouse does not have to be registered in the career program to receive preferénck gezeMan-

ual 36-606, Air Force Civilian Career Management, Chapter 1, Section 1.18.1.1.).
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4.10. Exception to Spouse Preference. Exceptions may be made to the selection of a military spouse
preference eligible. The authority to approve such an exception is delegated to the Commander to whom
the appointing authority is delegated at the location where application is made. That authority may be
redelegated to the CPFs. An exception should be rare and based only on compelling hardship to the mis-
sion or to the applicant.

4.11. Spouse Preference Registrations and Documentation Requirements. The losing and gaining

CPFs are jointly responsible for PPP Program “S” or the DCPDS category M1 (if Air Force) special
placement registration of the military spouse. The registering CPF and the CPF performing the file main-
tenance, if different, must retain the following documentation on each military spouse preference candi-
date:

4.11.1. An employment application or Air Force Placement and Experience History Brief (for those
military spouses who want Air Force to Air Force consideration only);

4.11.2. A copy of the most recent appraisal;

4.11.3. A copy of the official PCS orders authorizing the preference eligible spouse to relocate with
the military member sponsor under a statutory active duty tour;

4.11.4. Registration/File Maintenance Format, or a printout of the PTI PPA and CC-1 transactions;
and

4.11.5. Any other documentation necessary to support a claim for military spouse preference. The
registration record must be retained for a two-year period following deletion as a military spouse pref-
erence eligible for that duty location assignment.
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Chapter 5
EMPLOYMENT OF EXPERTS AND CONSULTANTS
5.1. Authority. Policies and proceduresfor requesting, approving and employing experts and consultants

in Air Force by appointment with or without compensation are based on 5 USC 3109 and DOD Directive
4205.2, DOD Contracted Advisory and Assistance Services (CAAS).

5.2. Employment of Expertsand Consultants Mission Statement. The use of experts and consultants
iIsameans of availing the Air Force of temporary and intermittent services of highly specialized individ-
uals to accomplish mission requirements which cannot be obtained from in-house personnel or by other
appointments. The authority can be revoked for misuse.

5.2.1. Employment of Consultants. When essential to the mission, services of a consultant may be
obtained to secure specialized opinions or professional or technical advice that does not exist or is not
available within the Air Force or DOD; outside points of view to avoid a limited judgment of critical
issues; knowledge of developments in industry, university, or foundation research; opinion of noted
experts whose national or international prestige can contribute to the success of important projects; or
citizen advisory participation in developing or implementing government programs that, by their
nature or statutory provision, call for such participation. A consultant is assigned to operational activ-
itiesonly in rare and unusual cases when thisisthe only way her or she can obtain information needed
to formulate specific advice or recommendations.

5.2.2. Employment of Experts. When essential to the mission, services of an expert may be obtained
when expertise does not exist or is not available to perform work of a specialized nature. These ser-
vices may be obtained for atemporary or intermittent period. An expert performs the intermittent or
temporary work in an operational activity which may include some advisory services. An expert pos-
sesses superior qualifications and a high degree of attainment and standing in a professional, scien-
tific, technical, or other field. His or her attainment is such that he or she usually is regarded as an
authority or as a practitioner of unusual competence and skill by other personsin the profession, occu-
pation, or activity.

5.3. Authority to Employ Expertsand Consultants by Appointment. All appointments and reap-
pointments must be approved by the Office of the Secretary of Defense. Requests must be submitted
through MAJCOM channels to HQ USAF/DPCC for processing.

5.4. Conditionsof Employment. Appointments are limited to the specific period for which the need for

the employee’s services exist. They cannot extend beyond 365 calendar days (a service year) from tr
date of the initial appointment. New appointments may be made at the expiration of 365 calendar days
Appointments initially made less than 365 calendar days may be extended to the end of that period.

5.4.1. Actual Workdays The maximum number of workdays which may be authorized within 365
consecutive calendar days by initial appointment or reappointment is 130. If less than 130 workdays
Is initially authorized, additional workdays may be authorized by extending the initial appointment. If
appointment is extended beyond 130 workdays, the employment becomes temporary.

5.4.2. Compensation Grante@ompensation for experts and consultants cannot exceed the daily rate
for the maximum payable rate of GS-15. The rate of compensation is set by the selecting official with
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assistance from the servicing CPF. The rate of compensation is based on: the value and importance

of the services performed; the person’s experience and attainments; and the rate of compensation that
may be set on a hourly or daily basis as a precondition of employment. If a daily rate is established,
the expert or consultant is paid that rate regardless of the number of hours worked during the day. If
an hourly rate is established, the expert or consultant is paid only for the hours worked; however, the
actual compensation paid cannot exceed the maximum authorized daily rate. Overtime, night differ-
ential, holiday, or premium pay benefits are not applicable to experts or consultants.

5.4.3. Without CompensationAn expert or consultant may be employed without compensation.
Each such expert or consultant must sign a waiver of compensation to protect the Government against
future claims for services rendered. A waiver must be executed before the services are rendered. A
waiver is kept as a permanent record in the OPF.

5.4.4. Security Requirement#\n expert or consultant is subject to the investigative and clearance
requirements of DOD 5200.2BR0D Personnel Security Program andAFI 31-5, Investigation,
Clearances, and Access Reguirements.

5.5. Concurrent Useof Expert or Consultant by Air Force Activities. The services of an expert or
consultant may be needed and used by several Air Force activities. An Air Force activity may use the ser-
vices of an expert or consultant of another activity without making a new appointment as long as the
nature of the duties performed, the compensation to be paid, and the conditions of the employment are
similar. In these circumstances arrangements may be made with the appointing Air Force activity so that
the additional service is reflected in the person’s appointment documents and records of service rendered,
and the funds for compensation paid can be transferred between activities.

5.6. Responsilities. The Director of Civilian Personnel Policy and Personnel Plans, HQ USAF/DPC,
and the Directors of Civilian Personnel at major command level are responsible for assuring all requests
meet the requirements of 5 USC 3109. Installation commanders with appointing authority are responsible
for providing leadership in the establishment and enforcement of Air Force policies.

5.7. Employment Procedures. At the time of the initial appointment the selecting official: determines

the need and propriety of using the expert’'s or consultant’s services and accomplishes DD Form 2292,
Request For Appointment or Renewal of Appointment of Consultant or Expert; prepares an SF 52,
Request for Personnel Action; prepares a detailed statement of work, indicating that the appointee will
only be assigned the duties for which #@pgointment is made (information must be described in enough
detail to determine that establishing a regular civil service position is not practical); obtains a resume or
employment applicatiorRer sonal Qualification Statement (or equivalent employment application);
furnishes a description of the circumstances substantiating that it is impossible or impractical to obtain
equally qualified applicants through other methods such as detail, promotion, reassignment of personnel
(civilian or military) within the organization or activity concerned or recruitment under civil service pro-
cedures; provides a statement of employment and financial interests and other determinations required by
DOD 5500.7Joint Ethics Regulation, DD Form 1555Confidential Statement of Affiliations and

Financial Interests, submits the request along with the DD Form 1555 and DD Form 2292, to the appro-
priate manpower, budget, and legal offices for determinations as required by DOD 5500.7, before sending
the SF 52 and accompanying documentation to the CPF.
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5.8. Recording Days of Work. The selecting official maintains a current record of the days and hours
worked by each expert or consultant so this information can be provided to the CPF when the employee
terminates. Thisisnot required if payroll records provide this information.

5.9. Termination of Appointments. When the work of an expert or consultant is completed, the select-
ing official immediately requests termination of the appointment on an SF 52. Offices using such services
must make sure that the appointee does not work more than the total number of days authorized by the
appointment. Before the appointment expires, the management official determines whether to terminate
the appointment or to request an extension or reappointment. Request for reappointment should be sub-
mitted to HQ USAF/DPC at least 120 days prior to expiration of appointment.

5.10. Annual Communication Requirement. 5 CFR Part 304 requires that agencies comply with the
statutory requirements of 5 USC 3109 and guard against violations and inappropriate use of the appoint-
ing authority. HQ USAF/DPC will communicate this caution at least annually through mess, electronic
mail, or memorandum. Public Law 102-378 amended 5 USC 3109 to require each agency to report to
OPM annually on the number of days worked and the amount paid to each expert or consultant. DCPDS
Is used to generate supporting data for the management of the employment of experts and consultants pro-
gram, whenever possible.

5.11. Quarterly Review of Appointments. At the beginning of each calendar quarter, the CPF must
require selecting officials to review and certify on the AF Form 2291, Expert or Consultant Quarterly
Review, for each expert or consultant who is to be continued for another quarter under the current
appointment conditions. Mgor commands are responsible for the required coordination and evaluation
regarding thisreview.
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Chapter 6

EMPLOYING RETIRED MEMBERS OF THE ARMED SERVICES

6.1. Authorities. This chapter implements DOD Directive 1402.1, Employment of Retired Member s of
the Armed Forces. In accordance with provisions of that directive the following officials are designated
to approve appointments of retired members of the Armed Forces during the 180 days after retirement:

6.1.1. Each MAJCOM Director of Civilian Personnel isdesignated to act for the Secretary of the Air
Force on proposed appointments or transfers to the following appropriated fund positions. Wage Sys-
tem Positions; General Schedule (GS) positions, GS-7 and below; and GS-8 and above positions for
which payment of travel expensesto first duty station has been authorized.

6.1.2. The Director of Civilian Personnel Policy and Personnel Plans, HQ USAF/DPC, is designated
to act for the Secretary of the Air Force on proposed appointments or transfers to al other appropri-
ated fund positions.

6.2. Requestsfor Approval.

6.2.1. Requests must provide all of the following information in sequential order. The required
enclosures must be provided together with additional enclosures that may be appropriate to support
the waiver request. All enclosures must be legible.

6.2.1.1. Information About Proposed A ppointee.

The effective date (YYMMDD) of the retirement from the Armed Forces.

Rank at time of retirement.

Pay grade and Uniformed Service, at the time of retirement; whether regular or nonregular

A current resume or employment application completed by the proposed appointee.
6.2.1.2. Information About the Position Involved.

Date (YYMMDD) the position was established.

Date (YYMMDD) it was last occupied.

Whether the position was converted from military to civilian status.

Date (YYMMDD) of conversion (if converted).

Reason for conversion.

Whether the proposed appointee was the last military occupant.

A current position description.

Whether the position is continuing or temporary.

A copy of the qualification standard(s) covering the position. (Reference may be made to
the applicable OPM Qualifications Operating Manual, when being applied without modifica-
tion.)

Whether effortsto fill the position have been continuous since it became vacant; if not, the
reasons therefor.
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6.2.1.3. Consideration of Agency Career Employees. To ensure that full consideration, in accor-
dance with placement and promotion procedures, was given to eligible career employees, the fol-
lowing information shall be included:

6.2.1.3.1. A copy of any notices used to publicize the vacancy to interested career employees.

6.2.1.3.2. Identify how the proposed appointee is better qualified than all persons given con-
sideration; provide a comparative analysis of the qualification of the three best qualified can-
didates for the position; include copies of the resume or employment application, or career
brief.

6.2.1.3.3. A statement as to whether the applicable placement and promotion procedureswere
followed; if these procedures were not followed the reasons therefor.

6.2.1.3.4. A copy of the certificate, register, or list of eligiblesreferred to the selecting officia
for consideration.

6.2.1.4. Appointment From a Civil Service Register. When the proposed appointee has eligibility
on an appropriate civil service register, or equivalent, and has been reached for appointment, the
following additional information will be provided:

6.2.1.4.1. A copy of the certificate of eligibles on which the proposed appointee’s name
appears. The examination announcement under which the proposed appointee filed shall be
identified if it is not included on the certificate itself.

6.2.1.4.2. A copy of the request for certificate, including selective placement factors and-
names of nominees if selective certification or name request was involved. If name requested,
state the reason(s) for using a name-request.

6.2.1.4.3. A statement as to how the proposed appointee is superior to any eligiblesstanding
higher on the certificate and a comparison with the top two.

6.2.1.5. Appointment From Other Than a Civil Service Regidténen it is proposed to appoint
a retired member from other than a civil service register, the following additional information shall
be provided:

6.2.1.5.1. The authority (OPM Regulation) under which the retired member will be appointed.

6.2.1.5.2. If temporary appointment pending the establishment of a register authority has
been secured, a copy of the request for a certificate of eligibles, including selective factors and
a copy of the authority.

6.2.1.5.3. If any positive recruiting efforts were made to seek out applicants for the position,
the methods used (specific dates and places), copies of any notices publicizing the vacancy
and any contacts with recruiting sources.

6.2.2. Requests must be self-contained so that reviewing officials can easily understand without
cross-referencing with the specific provisions of this chapter.

6.3. Whereto Submit Requests. Submit requests for approval to the proper designee outlined in para-
graph6.1. Requests that require the approval of HQ USAF/DPC must be sent (one copy) through servic-
ing MAJCOMY/DPC to the Civilian Policy Division, HQ USAF/DPCC.
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6.4. Reviewing Requests That Require HQ USAF/DPC Approval. Each servicing MAJCOM thor-
oughly reviews each request received asif fina approval authority rested at that level. Requests that are
not complete and sufficiently justified or that appear questionable are disapproved by the MAJCOM or
returned to the activity for more information or justification. In no case will the MAJCOM send arequest
to HQ USAF/DPCC that is not complete, wholly justified and considered to be a bona fide request above
suspicion. The MAJCOM Director of Civilian Personnel (or acting director) personally review requests
being forwarded to HQ USAF.

6.5. Maintaining Dataat MAJCOM and Installation Level.

6.5.1. MAJCOM/DPCs maintain a record of all requests that are disapproved at that level. This
record includes requests requiring HQ USAF/DPC approval that were disapproved after the command
Director of Civilian Personnel reviewed them. These records must be disposed of according to
AFMAN 37-139, Disposition of Air Force Records - Records Disposition Schedule.

6.5.2. Approval requests and supporting documents, if any, are made a part of the application that was
the basisfor the appointment. They become a part of the permanent personnel record of the individual
concerned.

6.6. Information Requirements. If needed for areport, statistical data of retired members of the Armed
Forces that have been appointed to civilian positions may be obtained from the DCPDS.
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Chapter 7

EMPLOYMENT OF FOREIGN NATIONALSIN FOREIGN AREAS

7.1. Authority. This chapter establishes command responsibilities for arrangements with foreign govern-
ments on the employment and administration of national personnel of host countries. It implements
Department of Defense Instruction (DODI) 1400.10, Employment of Foreign Nationalsin Foreign Areas.

7.2. Commander Responsibility.

7.2.1. Each mgor commander servicing activitiesin foreign areas furnishesinstructionsto lower ech-
elons to ensure the identification and referral for command guidance of

7.2.1.1. Problems arising in operating under existing agreement or arrangements, or problems
requiring the negotiation of agreements or arrangements. Major developments requiring deserv-
ing higher level attention. Refers matters regarding unresolved differences relating to salaries,
benefits, etc.; issues warranting deviation from prevailing practice(s); and other unresolved differ-
ences having significant budgetary or legal implication to HQ USAF/DPC (see DODI 1400.10,
paragraphs E5 and ES).

7.2.1.2. Matters of policy or law requiring clarification.

7.2.1.3. Termsand conditions of employment for foreign national employees (see DODI 1400.10,
paragraph E3).

7.2.2. Each mgjor commander, if serving as Air Force component commander in a unified command
for aforeign area:

7.2.2.1. Supplies advice or recommends action to the unified command responsible for the for-
eign area concerned.

7.2.2.2. Designates management personnel familiar with foreign national personnel administra-
tion to represent the Air Force in developing, coordinating, and participating (if appropriate) in
negotiating agreements or arrangements. |f qualified personnel are not available locally, the com-
mand furnishes assistance from command level. He or she must exercise the utmost care in carry-
ing out this responsibility due to the impact of such negotiations on our relationships with foreign
governments and on our ability to perform assigned missions.

7.3. Additional Instructions. Air Force Supplement to FPM Chapter 301 contains additional instruc-
tions and guidance for administering non-US citizen programs.

7.4. FormsPrescribed: AF Form 177, Satement of Physical Ability for Light Duty Work, AF Form
1630, Central Skills Bank Registration and Geographic Availability, AF Form 1813, Air Force Job
Analysis Alternative Method Documentation, AF Form 2075, Job Analysis Wor ksheet, AF Form
2076, Progression Level Factor (PLF) Analysis, AF Form 2077, Promotion Evaluation Pattern
(PEP) Worksheet, AF Form 2078, PEP Continuation Worksheet, AF Form 2079, Selection I nterview
Wor ksheet, AF Form 2080, | nter view Wor ksheet.
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Chapter 8
THE REGIONALIZED MERIT PROMOTION AND INTERNAL PLACEMENT PROGRAM

8.1. Purpose. This chapter applies to organizations that are serviced by the Air Force Personnel Center
(AFPC). Chapter 2 of AFMAN 36-203 will continue in effect for other organizations until such time as
their civilian personnel servicing migratesto AFPC.

8.1.1. This merit promotion and placement plan provides a uniform and equitable means of referral
and selection for al internal placement actions according to merit principles. The plan conformswith
principles specified in Title 5, Code of Federal Regulations (CFR) Part 335, Promotion and Internal
Placement; AFPD 36-2, Employment and Affirmative Action; and AFI 36-2024, Saffing Civilian
Positions. Subject plan will be implemented at local installations for all serviced positions upon sat-
isfactory completion of partnering efforts and servicing has migrated to AFPC. Once implemented,
changes to the plan will require advance approval of HQ USAF/DPF.

8.1.2. Qualification, evaluation, and/or selection of candidates will be made without regard to politi-
cal, religious, or labor organization affiliation or nonaffiliation, marital status, race, color, gender,
national origin, non-disqualifying disability, sexual orientation or age and shall be based solely on
job-related criteriain accordance with position requirements. If placement or promotion actionsin an
organization indicate failure to adhere to the principles of equal opportunity or merit consideration, or
have the appearance of preferential treatment, the commander (or management official authorized to
direct personnel actions) of the organization may withdraw the authority to select from the supervisor
and assign this authority to another selecting official. Thisis essential to protect selected employees
and selecting officials from unwarranted allegations that selections are influenced by non-merit fac-
tors.

8.1.3. Provided there are no higher placement priorities, managers have the right to select or nonse-
lect candidates from any appropriate source. These include, but are not limited to merit promotion
candidates. Applicants available from any external or internal source may be considered concurrently
or independently (either before or after) the referral of merit promotion candidates.

8.2. Coverage.

8.2.1. Thisplan appliesto filling all positions in the competitive service and specificaly designated
positions in the excepted service, by internal placement with the following exclusions:

8.2.1.1. Positions covered by Department of Defense (DOD) or Air Force Career Management
Programs.

8.2.1.2. All positions, grades GS-15 and above, Scientific and Professional (ST) positions, and
Senior Executive Service (SES) positions, and other equivalent positions at the senior level.

8.2.1.3. Positions covered by OPM-approved personnel demonstration projects.
8.2.1.4. All Civilian Intelligence Personnel Management Systems (CIPMS) positions.

8.2.2. This plan appliesto all appropriated fund employees occupying permanent, term, and indefi-
nite positions (including those on Overseas Limited Appointments of indefinite or not to exceed five
years duration because of the overseas rotation program) in the competitive service; employees serv-
ing under excepted service appointments who have competitive status, employees currently serving
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under Veterans’ Readjustment Appointments (VRA); employees currently serving on a Schedule B
excepted service appointment under the Veterans Employment Opportunities Act of 1998, when the
area of consideration is expanded outside of Dariel Schedule A Family Members, whose positions

are temporarily converted to the excepted service; as well as the following:

8.2.2.1. Employees registered for consideration through Central Skills Bank (CSB) under the Pro-
motion and Placement Referral System (PPRS) at organizations serviced by AFPC.

8.2.2.2. Employees who have self-nominated themselves for a johuistedthe Standard Auto-
mated Inventory and Referral System (STAIRS) for organizations serviced by AFPC.

8.2.2.3. Status applicants (e.g., reinstatement or transfer candidates) who are competing for posi
tions at a higher grade or which have greater promotion potential than the ones they currently or
have previously occupied on a permanent basis in the competitive service.

8.2.3. Employees, otherwise covered, will be excluded from consideration under the following condi-
tions:

8.2.3.1. They have not submitted a résumé to AFPC/DPC prior to the closing date of the vacancy
announcement for organizations using STAIRS for referral.

8.2.3.2. They have not completed 3 months of service after appointment from an Office of Per-
sonnel Management (OPM) or Delegated Examining Unit competitive certificate.

8.2.3.3. They are on leave without pay (LWOP) and are not expected to return to duty or are on
sick leave pending disability retirement.

8.2.3.4. They occupy a developmental position at the same grade, intervening grade, or targei
grade, of the position being filled (see part3.3.).

8.2.3.5. They have a current appraisal rating of less than Fully Successful (Level 3) or equivalent.

8.2.3.6. The position requires access to sensitive information and their security clearance has
been revoked or denied.

8.2.3.7. They do not meet time-in-grade requirements.

8.2.3.8. They did not self-nominate for consideration within the time frame of the job listing
under STAIRS, including former employees absent in military service; those serving with an inter-
national organization; and those absent because of a compensable injury.

8.2.3.9. Under PPRS, those whose records have not been skills coded into DCPDS. (Employee:
may not be denied consideration for longer than 90 days under this provision, unless the reason fo
the delay is the failure of the employees to provide the information required and they have been
informed this will result in their failure to be considered for promotion/referral.)

8.3. ldentifying Candidates. The initial screening of Air Force candidates (i.e., eligibility determina-
tion) and ranking will beccomplished through an automated system (PPRS or STAIRS). Both systems
screen and identify nontemporary and term Air Force candidates for promotion, reassignment, and volun:
tary change to lower grade.

8.3.1. Under PPRS, candidates are normally identified without the need for a vacancy announcement
In those situations where announcements are required due to local agreements or other overriding cot
ditions, they will be used in conjunction with PPRS. The announcement is used to identify candidates
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who wish consideration for the position. The initial screening of these candidates (i.e., eigibility
determination) and ranking will be accomplished by the automated system.

8.3.2. Under STAIRS, candidates must self-nominate for consideration for job listings. STAIRS uses

a résumé inventory to refer candidates to selecting officials. Employees must submit a résumé for
inclusion in the résumé inventory to be considered for vacant positions. Submission of résumés must
comply with the instructions in the Air Force “Job Kit.” Updates may be accomplished by the
employee completing a new résumé and submitting it to AFPC for processing. Upon input into the
system, the new résumé replaces the previous résume.

8.3.2.1. Résumés will be accepted at any time and updated in accordance with established proce-
dures.

8.3.2.2. Once the résumé is entered in the system, employees may apply for consideration for job
listings at their current installation or at other installations that have expanded their area of consid-
eration to include the employee’s duty location. Job listings can be accessed (or obtained) from
several announcement platforms (e.g., FAX-Back, AFPC Web Home Page, OPM USAJOBS Web
Page, Electronic Mail (e-mail), or Interactive Voice Response System (IVRS). Vacancies are
posted on the job listing for a minimum of five workdays.

8.3.2.3. To be considered for positions on the job listing, employees apply through a process
called “self-nomination.” Individuals who have their résumés on file can self-nominate for con-
sideration using touch-tone phones or any other electronic platforms available at their location.

8.4. Job Analysis (JA) / Promotion Evaluation Pattern (PEP). A job analysis identifies specific
job-related criteria (knowledge, skills and abilities (KSAs), as well as other characteristics) necessary to
determine which candidates are “best qualified” for referral to a position to be filled. A core personnel
document (CPD) will be used as the basis for the job analysis. Positions that are not covered by a CPD
require a full job analysis according to Air Force guidance.

8.4.1. A personnel specialist(s) and a subject matter expert normally perform the job analysis. The
job analysis identifies major job requirements (MJRs) and essential knowledge, skills, and abilities
(KSAs) required to successfully perform the duties of the position to be filled.

8.4.2. Promotion Evaluation Pattern (PEP). The PEP is an objective statement of position require-
ments against which employees are evaluated (i.e., PPRS selection request, STAIRS search criteria).
It is developed as a result of a job analysis. The PEP must show as a minimum the positions covered,;
documentation of the minimum qualification standards; selective placement factors (if used); and
applicable ranking factors. Candidates are evaluated utilizing the PEP criteria. In most cases, this is
an automated process and will be used to the greatest extent possible when rating and ranking to
insure consistency in the evaluation of candidates.

8.5. Locating Candidates.
8.5.1. Methods used for locating candidates using PPRS are as follows:

8.5.1.1. When only the skills inventory is used, all employees within the designated area of con-
sideration (see paragraphB.) who match the requirements of the PPRS Selection Request (SR)
are considered automatically for the basic requirements (i.e., appointment eligibility and qualifica-
tion requirements). These candidates are then ranked by the SR against the specific job criteria
identified in the job analysis (see paragra&ph) to determine the “best qualified.” When this
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method is used, current non-temporary employees already entered in the inventory (i.e., skills
coded) do not have to apply for consideration for individual positions at their base.

8.5.1.2. When avacancy announcement is used with PPRS, all employees who apply for consid-
eration within the designated area who match the requirements of the SR are considered. When
this method is used, current employees must apply against a specific vacancy announcement
within the dates it is open for applications to be accepted.

8.5.2. The method used for locating candidates under STAIRS involves four interrelated processes.
These are: the “résumé inventory,” the “job listing,” the “self-nomination” process, and the “search
criteria.”

8.5.2.1. To be considered as an applicant for any position, an employee must first submit a résume
to AFPC/DPC for inclusion in the résumé inventory (see parag@&dh); then self-nominate
themselves (see paragrapB.2.3.) for positions of interest identified on the job listing (see para-
graph8.2.2.2.).

8.5.2.2. All eligible employees who self-nominate are considered for the position through the use
of “search criteria,” those employees who are “best qualified” are identified.

8.5.3. Screening Factor. A “Quality Check” is made before certification to assure all qualifications
and requirements are met and documented.

8.6. Areasof Consider ation.

8.6.1. The area of consideration and procedures for expansion for positions covered by this plan are
determined by the local CPF. Areas of consideration must be sufficiently broad to ensure the avail-
ability of high quality candidates, taking into account the nature and level of the positions covered.

They may be organizational, geographical, based on categories of positions, or a combination of these
Areas of consideration may be extended geographically or organizationally, or both, and the extensior
may occur simultaneously or successively.

8.6.2. If expansion of the area of consideration could result in a permanent change of station (PCS)
the owning organization must certify that funds are available prior to the expansion of the area of con-
sideration, if PCS costs are to be paid. In situations where the area of consideration is expandet
beyond the commuting area but PCS expenses will not be paid, the job listing must indicate this.

8.6.3. Expansion of the area of consideration under PPRS is accomplished by referring CSB regis-
trants or applicants for an Air Force internal vacancy announcement.

8.6.4. Expansion of area of consideration under STAIRS is accomplished by referral of individuals at
other locations who have self-nominated themselves for the job listing.

8.7. Priority Referrals. The order of priority referral in filling vacant positions will be in accordance
with AFMAN 36-203,table 8.1.

8.8. Promotion Registers/ Certificates.

8.8.1. One-Time Registers. These are registers that are used to certify candidates to a selecting off
cial when one (or identical) vacancy(ies) exists for fill.
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8.8.1.1. All candidates referred on this certificate must meet the eligibility requirements for the
position when the certificate isissued. Candidates may be referred within 30 days of qualifying
for shortage category positions. The local CPF will identify shortage category positions based on
their prior experience staffing the same or similar positions.

8.8.1.2. The certificate must be returned to AFPC/DPC within 20 working days of receipt. The
Chief of the AFPC/DPC Regional Division that issued the certificate or his/her representative may
approve exceptions.

8.8.2. 90-Day Registers. These registers may be established when it is anticipated that several posi-
tionswith the same title, series, grade, job specialty, and location will be vacant in a 90-day period.

8.8.2.1. Employees who are within three months of attaining full eligibility for placement in the
position will be entered on the register. These employees may not be certified for placement con-
sideration until they are fully qualified and meet al eligibility requirements.

8.8.3. All promotion candidates referred from either a one-time or 90-day register will be among a
group of “best qualified” candidates. The determination of “best qualified” will be made in accor-
dance with the provisions of the PEP designed to fill the position.

8.8.4. To be considered for referral under PPRS, an employee’s request for reassignment/change to
lower grade must be received and input into the automated system prior to the effective date of the
register. (See paragrapl®.3.)

8.9. Certification for Selection.

8.9.1. Promotion. Normally, only the “best qualified” candidates will be referred for selection. Both
PPRS and STAIRS will develop a listing of candidates based upon individual qualifications and posi-
tion requirements. Valid job-related evaluation criteria that extend beyond the minimum requirements
specified by the qualification standard must be used to permit meaningful ranking of eligible candi-
dates. To the maximum extent possible, when either PPRS or STAIRS is used “natural breaks” or
meaningful distinctions in the skills identification process will be used to provide a certificate of up to
15 candidates. When the “natural break” identifies more than 15 candidates, meaningful distinctions
through the use of sort priorities may be used to limit the number of referred candidates. Supervisors
may request and will not be precluded from receiving more than 15 “best qualified” candidates. Fur-
ther, when “natural breaks” do not produce sufficient numbers of “best qualified” candidates for con-
sideration, additional candidates may be referred if their quality of experience is indicative of
successful performance of the duties of the positidrgs)g filled.

8.9.1.1. Sort Priorities. Sort priorities determine the rank order of candidates within each “natural
break” when more than 15 competitors meet the “best qualified” criteria and management has cho-
sen to limit the certificate to 15.

8.9.1.1.1. Under PPRS, best qualified candidates within each “natural break” will be ranked
using a sort priority sequence as follows: a) Civilian Promotion Appraisal, AF Form 860A,
Appraisal Factors - Manner of Performance; b) job related awards (optional); and c) reduc-
tion-in-force service computation date (RIF-SCD). The Civilian Promotion Appraisal scores
are applied using scores derived from algorithms to determine rank order.

8.9.1.1.2. Under STAIRS, best-qualified candidates within each “natural break” will be
ranked using the following sort priority sequence: a) Civilian Promotion Appraisal, AF Form
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860A, Appraisa Factors - Manner of Performance; b) incentive awards received in last 3
years; and c) RIF-SCD. The Civilian Promotion Appraisal scores are applied using scores
derived from agorithms to determine rank order.

8.9.2. Reassignments at Management Request.

8.9.2.1. Management-Initiated Reassignments. At the selecting official’s request, any employee
who meets minimum OPM qualification requirements (including modified qualifications when
authorized and applicable) may be reassigned to a position at the same grade or same represent
tive rate without referral or competition, providing the position has no known promotion potential,
and the losing organization concurs with the action.

8.9.2.2. Management-Directed Reassignments. Management officials may direct the reassign-
ment of a qualified individual to a position within their organization or their line of command,
without referral of other candidates, provided the new position offers no greater promotion poten-
tial than the position from which reassigned.

8.9.3. Employees who request reassignments or change to lower grades under PPRS or self-nomina
for specific positions at the same or lower grade level under STAIRS must do so in accordance with
locally established procedures.

8.9.4. Competitive Details. The same definition of minimum area of consideration described in para
8.6. above will be used. Detailed employees are not required to meet OPM qualification

requirements for experience, but must meet any positive education requirements of the position. In
accomplishing a competitive detail, a job analysis and PEP will be used to determine which candi-
dates will be referred for selection. Paragraph 8.19 describes when a detail may be made noncompe
itively and when details require competition.

8.9.5. Alternate Certification. Upon request of the selecting official, AFPC/DPC may certify one
name if that name is among the group of “best qualified” candidates who would have been referred on
a certificate. In order to determine if the candidate is within reach, the complete competitive process
must be accomplished.

8.9.6. Names of candidates will be listed alphabetically on all referral certificates.

8.10. The Selection Process. Selecting official must, at a minimum, review résumés (under STAIRS) or
system-generated career briefs (under PPRS).

8.10.1. Interviews.

8.10.1.1. All questions used in a selection interview must be job related and tied to KSAs identi-
fied in the core personnel document or job analysis.

8.10.1.2. If the selecting official chooses to interview, he/she may interview one or more of the
candidates on the certificate. It is not required that all candidates be interviewed but, for those
who are, the same interview questions should be used. Reasons for not interviewing must be doc
umented. If some, but not all, candidates are interviewed, the selecting official must document the
method used to evaluate the remaining candidates’ KSAs (i.e., résumé review, supervisor inquiry,
past working knowledge of the employee). This documentation and interview questions/
responses are maintained by the selecting official as locally determined.
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8.10.2. Employees’ past awards and the annual performance ratings will be available for review by
the selecting official, and may be considered in determining which candidate will be selected.

8.11. Notifying Employees.

8.11.1. Nonselection of employees absent in military service or serving with international organiza-
tions, who have applied for consideration, must be documented. This documentation is retained in the
nonselected employee’s Official Personnel Folder (OPF) and includes the position for which consid-
ered, the candidate selected, date of selection, and other pertinent information.

8.11.2. Non-selected candidates will be notified of their non-selection either orally or in writing by
the selecting official, or through the IVRS.

8.12. Releasing Employees. Selecting officials will arrange release dates for any on-base personnel with
the selectee’s current supervisor.

8.12.1. Promotion. Employees selected for promotion will be released by the losing organization so
the action may be processed at the beginning of a pay period within 20 calendar days after selection,
if it does not require a PCS. The action may be delayed, as required, for administrative reasons related
to the placement (i.e., physical examination, security clearance, etc.) or at the employee’s request if
approved by both the gaining and losing supervisors.

8.12.2. Reassignment and Employee-Requested Change-to-Lower-Grade. The release date for reas-
signments and employee-requested change to lower grade, which do not require a PCS, should be
timely and will normally be effected at the beginning of a pay period within 20 calendar days of selec-
tion. No employee may be retained in his/her current position for more than 20 calendar days if such
retention would adversely impact his/her selection. The action may be delayed, as required, for the
same reasons and under the same conditions as specified in the last senten&lafpara

8.12.3. The CPF will arrange the effective date for actions that require a PCS by the employee, in
coordination with the losing and gaining supervisor and AFPC/DPC. AFPC/DPC will prepare the
PCS orders after the effective date is established. When possible, the reporting date will be within 45
days of selection.

8.13. Competitive Actions. Use of competition, as outlined in this chapter, in filling certain positions is
based on requirements specified in 5 CFR Part 335; AFPD Béoyment and Affirmative Action; and

AFI 36-2024,Saffing Civilian Positions. Determination of the use of competitive procedures will be
made by the CPF, in coordination with local management and AFPC.

8.13.1. Generaltable 8.3. lists personnel actions that require competition. Processing procedures
are outlined irtable 8.2. Whentable 8.3. does not specifically cover a proposed action, basic merit
principles should be applied in deciding whether to require competition. Even when the table exempts
an action from the requirement for competition, the installation level Civilian Personnel Officer
(CPO) may choose to apply the competitive process when use of competitive procedures would be
consistent with merit principles and would be in the best interests of management.

8.13.2. Other Exceptions to Competition. The following personnel actions may be processed as
exceptions to competitive procedures.



AFMAN36-203 1 APRIL 2000 57

8.13.2.1. Promotion up to and including agrade previously held on a permanent basis in the com-
petitive service or other merit system from which an employee was separated or changed to lower
grade for other than performance or conduct reasons.

8.13.2.2. An employeeinitially selected under competitive procedures for a position with known
promotion potential, may be noncompetitively promoted to intervening and target grades. The
employee must meet eligibility requirements for promotion to these grades, as well as any addi-
tional qualifying criteria, e.g., satisfactory completion of all required training or higher-graded
duties being assigned.

8.13.2.3. A position change at the same grade from a position with known promotion potential to
aposition with no known higher potential may be accomplished without further competition.

8.13.2.4. Upon exercise of restoration rights following military duty or service with an interna-
tional organization, aformer employee may be placed in any position for which qualified which is
no higher in grade than the position to which he/she was promoted in absentia, either because his/
her former position was regraded during the absence or because the employee was selected for
promotion through the competitive process.

8.13.2.5. An employee must be noncompetitively promoted following reclassification of his or
her position at a higher grade due to application of new classification standards, or correction of
classification error if he or she meetsall qualification and legal requirements for the position. (See
table 8.3. and table 8.4. for appropriate action to place incumbent.)

8.13.2.6. If aposition is upgraded due to accretion/assignment of additional higher grade duties
and responsibilities, the incumbent may be noncompetitively promoted provided the
higher-graded position has absorbed the major duties of the former position, and there are no other
employees serving in similar or identical positions to whom the duties could be assigned, and he/
she meets all qualification and legal requirements for promotion. (See table 8.3. and table 8.4. for
appropriate action to place incumbent).

8.13.2.7. Employees eligible for grade retention will be selected for positions at grades up to and
including their retained grade within the same pay system from which demoted according to the
priorities and policies specified in table 8.1.

8.13.2.8. Employees who are entitled to pay retention (except those in forma development pro-
grams, developmental opportunity positions, or those who accepted change to lower grade in
response to solicitation for a hard-to-fill position), will be accorded priority consideration for non-
competitive repromotion in the same pay system from which downgraded before candidates
referred through the competitive process (see table 8.1. for procedures).

8.13.3. Employeesin formal trainee or apprentice-type positions will not normally be considered for
competitive actions that are the same grade as the target grade of their current position, or to positions
at grades intervening between their current grade and their target grade. These employees, however,
may be considered for positionsin which the established career ladder offers atarget grade higher than
that of the current trainee program.

8.13.4. Reasons supporting noncompetitive actions must be part of the documentation for the action.
The rule and paragraph of the merit promotion plan that excepts competition should be annotated in
the remarks section (i.e., Part D) of the SF-52, Request for Personnel Action, used to process the
action.



58 AFMAN36-203 1 APRIL 2000

8.13.5. Reemployment Priority List (RPL). Selecting a candidate from the RPL for a position at a
higher grade than that last held in the competitive service must be made using competitive procedures.

8.14. Temporary Promotions. Candidates eligible for temporary promotion are normally located and
compete through the automated system. table 8.5. lists the instances in which temporary promotions are
authorized and specifies the conditions and limitations that apply to each.

8.14.1. Temporary promations for up to 120 days may be effected noncompetitively provided avalid
reason exists for the action. If the promotion is expected to last for a longer period, the supervisor
must notify the CPF and submit arequest for competitive action.

8.14.2. Temporary promotionsin excess of 120 days must be competitive. The same procedures used
in permanent promotions must be followed. The total period of temporary promotion may not exceed
5years.

8.14.3. Employees outside the installation where the vacancy exists will not normally be considered
for temporary promotions. Exceptions may be made if there is agreement between the gaining and
losing organizations.

8.14.4. Prior to the effective date of the action, employees selected for temporary promotions will be
informed, in writing, of the temporary nature of the promotion and related conditions, including return
to their former grades. If the employee isreceiving aretained rate, he or she will be informed of the
effect of the termination of the promotion on his or her pay.

8.14.5. Terminating Temporary Promotion. table 8.6. lists the placement actions that may be taken
when terminating a temporary promotion and the conditions under which they may be made.

8.15. Reassignments and Changes-to-L ower-Grade.

8.15.1. Management may reassign employees by mutual agreement of gaining and losing supervisors
(reference management-initiated reassignments, paragraph 8.9.2.1.). Reassigned employees must
meet qualification requirements of the position to which they are reassigned, or meet the requirements
of an approved modification of qualifications.

8.15.2. When competitive procedures are used (reference employee-requested reassignments, para
graph 8.9.3.), reassignment/change-to-lower-grade candidates are | ocated through the applicable auto-
mated system and eval uated/ranked/referred in accordance with locally established procedures.

8.15.3. Reassignments may be noncompetitively processed at management request (reference man-
agement-directed reassignment, paragraph 8.9.2.2.) if the employee meets basic eligibility require-

ments, and the position has no known promotion potential beyond that of the employee’s current
position.

8.15.4. Voluntary change to lower grade actions (at employee’s request and with management con-
currence) may be noncompetitively processed if the employee meets basic eligibility requirements
and the position has no known promotion potential beyond the employee’s current grade or highest
grade previously held on a permanent basis.

8.16. Spouse Preference Candidates. Spouse preference eligibles will be referred for consideration in
accordance with DoD Priority Placement Program (PPP) procedurelaptdr 4 of this AFMAN.
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8.17. OPM and other Competitive Certified Candidates. Candidates, including current Air Force
employees, may be certified and referred from competitive registers. When appointed to developmental
positions, these employees may be promoted without further competition up to the target grade of the
developmental position to which selected.

8.18. Reinstatement and Transfer Eligibles. Externa applicants may be considered for higher-graded
positions than currently or previously held, at management’s request. These outside candidates must &
rated and ranked under the same criteria as current Air Force employees and must rank among the “be
qualified” to be certified. An action may be made noncompetitively if the appointment is to a position at
the same grade or lower grade than currently or previously held on a permanent basis in the competitiv
service.

8.19. Details. Short-term details of 30 consecutive days or less must be recorded by the supervisor on AF
Form 971,Supervisor’s Record of Employee Employees must update their resumes to reflect detail
experience.

8.19.1. Details of more than 30 consecutive days must be submitted on a SF-52 or electronically by

the employee’s supervisor to be processed as an official personnel action. If an employee is fully
qualified for promotion and the assignment to a higher-graded position will exceed 120 days, a tem-
porary promotion in lieu of detail is encouraged.

8.19.2. Details of more than 120 days to an officially classified position at a higher grade will be
made using competitive procedures.

8.20. Employees Entitled to Noncompetitive Priority Consideration as Corrective Action. When

the CPF or AFPC/DPC finds that a procedural violation, regulatory violation, or program violation has
occurred, they must effect corrective action as required by 5 CFR, Part 335. If the corrective action doe:
not include vacating the position, an employee who was not promoted or given proper consideration
because of the violation will be given priority consideration. The priority consideration will be for any
position similar to that for which proper consideration was omitted (i.e., same grade and/or target grade)
and for which the employee is qualified. The employee will be given one priority consideration for each
instance of omission. The employee will be referred to the selecting supervisor before referral of candi-
dates from other sources who are not entitled to higher priority consideration. Management retains the
right to select or nonselect the employee. Since selection of these employees is optional, supervisors mze
request additional candidates before final selection.

8.21. Promotion Records.

8.21.1. Promotion Plan. Organizations serviced by the AFPC must maintain a copy of this promotion
plan and make it available for their civilian employees and management officials.

8.21.2. Safeguarding Promotion Materials. Information contained in automated data products, pro-
motion registers, and promotion certificates may not be disclosed to unauthorized personnel. Promo
tion certificates may be faxed, e-mailed, presented personally, or mailed in a sealed envelope tc
selecting officials and returned to the CPF and AFPC/DPC in the same manner. Caution must be
taken when transmitting and receiving promotion materials to ensure that unauthorized personnel dc
not inadvertently see them. Employees may not be informed of another employee’s rank order or
assessment of qualifications against eligibility or ranking criteria.
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8.21.3. Individua Promotion Actions. Records of individual promotion actions taken under this plan
will befiled in AFPC/DPC for a minimum period of two years or until the program has been formally
evaluated by OPM and the time limit for grievances has elapsed, unless an appeal or EEO complaint
Is pending.

8.21.4. Records Maintained by Selecting Officials. Selecting officials will maintain all substantive
documentation related to the consideration of competing candidates. Thismay include, but isnot lim-

ited to, interview questions, notes on interview responses, record of contacts with previous supervi-

sors of candidates, nonselection memos, notes on review of résumés, and any ratings or informal
rankings made on referred applicants or employees. This documentation should be retained for a min-
imum of 90 days from the date of notification of selection/nonselection.

8.22. Promotion Information to Employees. All employees serviced by AFPC and covered by this
plan will have access to a copy of the plan by requesting it from their own organization or from the CPF
at their installation.

8.22.1. The employee or applicant, or designated representative, is entitled, upon inquiry to the
AFPC/DPC, to be informed of his/her qualifications for a specific fill action, and whether or not he/
she is within a group of “best qualified” (when a search for candidates has been completed and the
best qualified have been determined). However, the employee or applicant, or their designated repre-
sentative, may not be informed of the assessment of another employee’s qualifications without that
employee’s written permission.

8.22.2. Employees considered under the automated system are also entitled, upon request, to full dis-
closure of the specific criteria in the PEP.

8.22.3. Under PPRS, if a position is announced, employees will be required to apply for consider-
ation. After final certification is made on the basis of application under the announcement, applicants
will be informed of their rating (e.g., eligible, ineligible) and if they were ranked among the group of
“best qualified” referred to the selecting supervisor for consideration.

8.22.4. Upon request, the selecting supervisor must inform the nonselected candidates of the reasons
for nonselection. The supervisor must adhere to the provisions of the Privacy Act and may not discuss
the rank order or assessment of qualifications against eligibility or ranking criteria of the candidate
selected or any other candidate referred.

8.23. Keeping Employeesinformed . At least once annually, the local civilian personnel flight will
remind employees, through published articles, of the principles and procedures outlined in this plan and
of OPM and Air Force directives that deal with the subject of promotion.

8.23.1. Employee Audit of Promotion/Placement Career Brief. AFPC/DPC must ensure new
employees audit their placement information contained in DCPDS before implementing PPRS pro-
cessing.

8.24. Employee Complaints. An employee, who believes that his or her experience was not properly
credited, was incorrectly ranked, or that the terms of the promotion plan were not otherwise followed,
thereby depriving him/her of promotional consideration, is urged to discuss his/her concern informally. If
the concern is in regard to the ranking/referral process, the employee should initially discuss the matter
with the local servicing civilian personnel staff, and if unresolved with AFPC/DPC. If the concern deals
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with the selection process, the employee should discuss the matter with the local servicing civilian per-
sonnel staff. If these efforts are unsuccessful, the employee may submit aformal grievance in accordance
with negotiated or local agency grievance procedures. Nonselection from a group of properly ranked and
certified candidates is not an appropriate basis for aforma complaint or grievance.

8.25. Evaluation. The merit promotion plan and merit system operations under the plan will be evalu-

ated annually as part of AFPC/DPC's internal program review. In addition, employee selection proce-
dures will be continually evaluated in accordance with 5 CFR Part 335 and appropriate action taken wher
necessary.

8.26. Omissions. The guidance contained in the OPM and Air Force directives or policies will be
employed in all situations not specifically covered by this plan.

Table 8.1. Referral and Selection Priorities.

Priority- Category of Must Be Must be | Conditions Remarks
Order Candidate Selected Considered | tobe
and May be | Observed
Selected
A Applicant or YES N/A N/A None

employee with
enforceable
assignment
rights or to be
mandatorily
placed as a
corrective or
remedial action.

Note 1.

B Applicant or NO YES If not selected| Entitlement
Employee found document restricted to only
to have been reasons for the next suitable
discriminated non selection | vacancy

against and enti-
tled to priority
consideration for
employment or
promotion under
the criteria of
29CFR1614.501
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Priority- Category of Must Be Must be | Conditions Remarks
Order Candidate Selected Considered | tobe
and May be | Observed
Selected

C Air Forceingtalla- | YES, for N/A N/A Includes employees
tion employee same or identified with
affected by RIF lower grade, incoming transfer of
action. Includes when neces- function as result of
ad- ministrative sary to sat- pre-liminary offer to
re-assignmentsto | isfy RIF transfer.
vacancy, withinor | assignment
outside competi- rights.
tivelevel, of
employ whose
position is abol-
ished, and who is
within reach for
release from com-
petitive level; and
reassignments
under the generdl
authority to reas-
sign. (AF Supp to
FPM Supp 351-1)

D Air Force YES, at N/A Activity commander
employee or current or or designee may
former employee | lower grade. approve exception

who has partially
recovered from a
compensable
injury.

to mandatory selec-
tion. Reasons must
be documented.
(The availability of
a better qualified
candidateis not an
acceptable reason.)
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Priority-
Order

Category of
Candidate

Must Be
Selected

Must be
Considered
and May be

Selected

Conditions
tobe
Observed

Remarks

Air Forceingtalla-
tion employee
scheduled for sep-
aration for failure
to accept offer of
TOF. Includes
employees who
accepted pre-limi-
nary offer of TOF,
but for whom no
offer wasavailable
at gaining activity.
(AF Supp to FPM
Supp 351-1)

YES, at
current or
lower grade

N/A

Air Force installa-
tion employee
whose position is
being downgraded
to correct classifi-
cation error
because of applica-
tion of new/revised
standard or
because of gradual
erosion of duties.
Note 2.

YES, at
current or
intermediate
grade.

N/A

N/A

None.

Employee with
permanent mental
or physical disabil-
ity no longer able
to perform full
range of duties of
current position.
Note 3

YES. Note 4

Reassignment
may be
directed;
employee fail-
ureto report
will result in
separation for
failureto
accept

re-assignment.

Activity commander
or designee may
approve exception
to mandatory selec-
tion and document
reasons. (The avail-
ability of better
qualified candidate
IS not an acceptable
reason.
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Priority- Category of Must Be Must be | Conditions Remarks
Order Candidate Selected Considered | tobe
and May be | Observed
Selected
H Air Forceingtalla- | YES, at N/A N/A Activity commander
tion employees retained or designee may
serving alower grade or approve exception
gradewith grade | intermediate to mandatory selec-
retention entitle- gradein the tion. Reasons must
ment. same pay be documented.
system from Employee declina-
which tion at intermediate
down-graded grade resultsin ter-
mination of consid-
eration at grade
level declined and
below.
I Air Forceingtalla- | NO Yes, upto Employee declina-
Note 5. tion _er_npl oyee gnd includ- tion
receiving re_tal ned ing gradt_—:- at intermediate
pay and entitled to from which grade
priority repromo- downgraded
tion consideration. in the same resultsin termina
Note 6. pay system tion
from which of consideration at
down-graded grade level declined
' and below. Note7
Other activity NO Considerat | N/A None.
employees to be CPF option
given priority

repromotion con-
Sideration.
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Priority- Category of Must Be Must be | Conditions Remarks
Order Candidate Selected Considered |tobe
and May be | Observed
Selected
J Reemployment See DOD
Priority List regis- | Manual
trant and Regis- 1400.20-1
trantsin DoD PPP | for PPP
Stopper List order of
offersand
entitlements,
and condi-
tions under
which regis-
trants must
be selected.
Notes 8 and
9.
K Air Force NO Consider at | N/A None
employee eligible CPF option

for noncompetitive
inservice place-
ment not covered
by higher priority.
Note 10.
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Priority- Category of Must Be Must be | Conditions Remarks
Order Candidate Selected Considered | tobe
and May be | Observed
Selected
L Candidateseligible | YES, if com- | N/A Activity commander
for military spouse | petitive or designee may
preference. DOD | action has approve exception
Instruct-ion been initi- to mandatory selec-
1404.12 ated and tion and document
spouseis reasons. Inservice
equally or non-competitive
better quali- placement actions,
fied when e.g., reassgnments,
compared to CLGs, transfers,
competitive etc.,, aswell asVRA
candidates appointmentsto cor-
and selec- rect equal employ-
tion ismade ment deficiencies
from com- and overseas return-
petitive ees, may be effected
recruitment prior to invoking
source. spouse preference
conditions.
M All other sources, | NO N/A Requirements
including promo- of the Merit
tions, new appoint- Promotion
ments, Program
rein-statements re-garding
and transfers con-sideration
requiring competi- or selection of
tion. Notes5 and outside candi-
11. dates for pro-
motion must
be observed.
NOTES:

1. Enforceable assignment rights include:

a. Mandatory placements made under the criteria of 29 CFR 1614.501 of an applicant or employee
discriminated against or under terms of an informal settlement.

b. Mandatory restoration after military service.

c. Exercise of return rights after overseas service.
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d. Placement of manager or supervisor who failsto satisfactorily complete required probationary
period. Includes subsequent placement of any employee to relieve coverage caused by earlier return to
nonmanager or nonsupervisory position created for such return.

e. Mandatory placement of fully recovered employee from workers compensation,
2. This provision should be applied only if the employee’s performance is of an acceptable level.
3. Reasonable accommodation must be considered.

4. Employee must be counseled that voluntary acceptance of a position at a lower grade or pay level tel
minates consideration for disability retirement.

5. May be considered sequentially or concurrently.

6. Does not include employees demoted to enter formal training programs or upward mobility programs
as a result of solicitation for hard-to-fill jobs or other similar circumstances.

7. A redetermination of the grade constituting a “reasonable offer” under 5 CFR 536.206 may result,
because of changes in salary rates, in priority consideration being given to a grade level for which such
consideration had been ended earlier. Under these circumstances, if the employee declines the “reason
able offer,” retained pay entitlements are ended.

8. Air Force installations in foreign areas may employ locally available dependents of DOD military and
civilian members ahead of displaced PPP registrants unless the registrant is from within the commuting
areas.

9. Air Force installations in Guam may employ any locally available US citizen ahead of displaced PPP
registrants from outside GUAM, except those registrants who home of record is Guam.

10. includes incumbents of emergency essential positions who are unable or unwilling to perform duties
of position.

11. Provide proper consideration to employees registered in OPM Interagency Placement Program for
Panama employees, ahead of new appointments, transfers, and reinstatements.

Table8.2. TheMerit Promotion Process.
A B

Required Actions Considerations, Deter minations, and Actions

| oTm4dwm

Determine the applicability of | Review nature of action proposed and length of assignment.
competitive procedures. Apply table 2 to determine if exempt from competition. Deter-
mine eligibility of proposed candidate, if any, for non competi-
tive placement. Process action noncompetitively if authorized
or proceed to step 2.
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A B
S Required Actions Consider ations, Deter minations, and Actions
‘
P
2 | Conduct job analysisand estab- | Based on job analysis, determine qualifications requirements,

lish promotion evaluation pattern
(PEP).

selective placement factors, if any, screening factors, and rank-
ing factors. Review established PEPs to determine whether
appropriate or if new PEPisjustified because of new or unique
factors associated with the position. Consider nature of action,
type of position, probable availability of candidates, Affirma-
tive Action Program goals, Equal Employment Opportunity
Recruitment Plan, etc. The area of consideration isthe area
designed by the local promotion plan in which the CPF should
reasonably expect tolocate enough high-quality candidates, as
determined by the CPF, to fill vacancies.

| dentify competing candidates.

Certify from existing register, if established. If not established,
process selection request or issue announcement either simulta-
neously or successively. Included may be voluntary applicants
from other Air Force installations, employees entitled to prior-
ity placement consideration serviced by the same CPF, employ-
ees entitled to consideration in absentia, and additional
competitors identified through EEO Program initiatives.

Refer eligible downgraded
employees entitled priority con-
Sideration.

Prioritiesin table 1.1 must be followed. PPRS priority consid-
eration list identifies employees and consideration to which
entitled. If no candidate fromthelistisselected and all require-
ments for nonselection have been met, proceed to step 5.

Rank competing candidates.

All employeesin the prescribed area of consideration are
screened against initial and basic eligibility criteria. Those
meeting basic eligibility are ranked by applying PEP criteria
through the selection request. Final rank order isdetermined by
appraisal, test, and award parameters; final ties are broken by
RIF SCD. If areais extended, repeat steps 3, 4, and 5; then pro-
ceed to step 6.

Certify eligible candidates.

Determine number to be certified. Refer allowable number of
best-qualified candidates from the PPRS roster. Competitors
on OPM certificates are sent for consideration under separate
listing without regard to rank order; current nontemporary
employees from other federal agencies and all former federal
employees eligible for noncompetitive appointment are ranked
and may be referred by separate listing.
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Table 8.3. Application of the Competitive Process.

69

A B C D
R | When theproposed | to postion and Then competition is
U |actionis required (note 1)
L
E
1 promotion without of higher grade under | theactionisnot cov- | yes.
time limitation same pay schedule. ered by rules 14 thru
23
2. reassignment at the same grade position is one with yes.
under same pay sched- | known promotion
ule potential and employee
will gain eligibility for
noncompetitive career
promotion
3. Positionisnot onewith | no.
known promotion
potential
4, change to lower grade | of lower grade under position is one with yes.
same pay schedule known promotion
potential and employ-
eeswill gain digibility
for noncompetitive
career promotion to
grade higher than pre-
viously held
5. positionisnot onewith | no.
known promotion
potential
6. assignment from one | of higher representa- yes.
pay schedule tive rate under differ-
ent pay schedule
7. of same or lower repre- | employee’s pay will be yes.

sentative rate under
different pay schedule

set at higher rate
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A B C D
When the proposed | to position and Then competition is
action is required (note 1)

| mrCaX

employee’s pay will be yes.
set at same or lower
rate, but the position is
one with known pro-
motion potential

employee’s pay will be no.
set at same or lower
rate, but the position i$
not one with known
promotion potential

reinstatement or transat higher grade then yes.
fer last held

at same grade or lowerposition is one with | yes.
than that last held known promotion
potential and the
employee will gain eli
gibility for noncompet-
itive career promotion
to grade higher than

that previously held

position is not one with no.
known promotion
potential

appointment from an| of higher grade, same a. Position is one with no.
OPM Register grade or lower grade | promotion potential
than that currently heldand employee will gain
eligibility for noncom-
petitive careearb.
Position is not one with
know promotion
potential

detail of the same grade andhe detail is for any | no.
Is not one with known| length
promotion potential
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A B C D
R | When theproposed | to postion and Then competition is
U |actionis required (note 1)
L
E
15. of higher grade or to the detail isfor 120 no.
position of same grade | days or less (note 2)
with known promotion
potential
16. the detail isfor more | yes. (note 3 and 4)
than 120 days (note 2)
17. | temporary promotion | a. Of higher grade Seetable 2.4.
or extension of tem- | under same pay sched-
porary promotion ule orb. Under differ-
ent pay schedule when
action is processed as
promotion or repre-
sents a promotion
under rule6 or 8
18. | conversion of tempo- Seetable 2.5.
rary promotion to per-
manent promotion
(removal of tempo-
rary restriction)
19. | placement following | a. Under same pay Seetable 2.5.
temporary promotion | schedule at agrade
by reassignment or higher than the posi-
changetolower grade | tion from which tem-
without time limita- porarily promotedorb.
tion Under different pay
schedule at higher
grade (or level) than
position from which
temporarily promoted
20. | selection for training | N/A training or develop- Yes, at CPO determ

ment would enhance
employee’s qualifica-
tions

nation




A B C D
R | When the proposed | to position and Then competition is
U |actionis required (note 1)
L
E
21. | promotion upgraded by classifica- | reasonfor upgradingof | no. (note 5)
tion incumbent’s position
without significant
change in duties and
responsibilities (classit
fication error or new of
revised standards)
22. reason for upgrading isno. (note 5)

reconstitution of
incumbent’s position
iNto successor positio
with clearly and solely
identifiable duties of
former position and
there are no other
employees serving in
similar or identical
positions to whom the
duties could be
assigned

—

cL
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A

B

D

When the proposed
action is

to position

and

Then competition is
required (note 1)

reason for upgrading is
reconstitution of
incumbent’s position
iINto successor positio
and position is not a
clear successor or the
are other employees
serving in similar or
identical positions to
whom these duties
could have been
assigned

yes. (notes 4 and 5

—

e

24.

promotion from posi-
tion of known promo-
tion potential

a. Originally identified
as the target position t
which employee woulg
advance without com-
petitionorb. Which

represents the full pert

formance level of a
career ladder

competitive proce-
pdures were fully
applied at the time of
placement into posi-
tion of known promo-
tion potential, and all
competitors were
informed that selectior
for the entry position
could lead to promo-
tion without further
competition

no.

000Z 11ddV T €0C-9ENVINDV
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A B C D

When the proposed | to position and Then competition is
action is required (note 1)

mr C.o

25. | promotion to position to which | the employee was no.
employee was detailefdselected for detail for
for training or evalua- | under full competitive
tion procedures (including
the normal area of con
sideration) and all
competitors were
informed that the detalf
could lead to promo-
tion without further
competition.

NOTES:

1. “Yes” entries do not apply when:
a. Candidate is eligible for noncompetitive promotion because full competition was applied earlier, or
b. Candidate may have noncompetitive promotion eligibility as a previously downgraded employee, or
c. Candidate is entitled by RIF regulations to the position under the representative rate rules, or

d. Candidate is administratively assigned for physical disability reasons or in place of a RIF action, to a positionrepregkatative
rate without an increase in the rate of pay.

2. Time spent on temporary promotion or detail to higher position(s) during preceding year is counted toward t he 128tiday-limi

3. Competition is not required when detail is for purpose of qualifying employee whose position has been upgraded iordedsgaaibed
in rules 21 and 22.

4. Area of consideration may be limited to employees serving in identical or similar positions or organizations to whiids tbeuttl have
been assigned.

17
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5. If employee does not meet minimum OPM standards or the other legal or regulatory requirements for
promotion, refer to table 3, rules 4 and 5.

Table 8.4. Upgrading a Position by Classification.

vacant position
without loss of
gradeand sal-
ay

A B C D E

R | If an occupied and the then action is alternative remarks

U | position is incumbent usually taken actions

L | upgraded under permitted

E | Stuation are

described
1 |rules2land?22, |isquaifiedand | promotetheincum- | None. The employee
table eligible bent without compe- may be taken out
tition. ofthe position
only under
adverse action
procedures for
reasonsrelated to
the upgrading
decision. (note
2) RIF proce-
dures may not be
used to place
employee.

2. does not meet a. Detalledincum- | a Deleteor The incumbent
minimum OPM | bent without compe- | redistribute may be demoted
qualification tition, if permitted | duties to keep or separated only
standards or by AFR 40-321. position at if cause exists
legal require- or present grade and chargesjus-
ment for promo- | b. Request waiver | level tify the proposed
tion of qualifications or action. RIF pro-

from OPM. b. Administra- | cedures may be
tively reassign | used to place
incumbent to employees.




76 AFMAN36-203 1 APRIL 2000

A B C D E
R | If an occupied and the then action is alternative remarks
U | position is incumbent usually taken actions
L | upgraded under permitted
E | Stuation are
described
3. meets minimum | retaintheincumbent

OPM quadlifica- | in position in status
tions, but does | quo as on detall

not meet until eligible for
time-in-grade promotion
restrictions for
promotions

4. |rule 23, table 2. isqualifiedand | a. Promoteincum- | Delete or redis- | a. The employee
Application of eligiblefor pro- | bent under competi- | tribute dutiesto | may be demoted

Competitive Pro- | motion and is tive procedures keep position at | or separated only
Cess. within reach for present grade if cause exists
: or )
selection under o _ and chargesjus-
competitive pro- | b. Administratively tify the proposed
cedures reassigned incum- action

bent to vacant posi-

tion without |oss of gﬁrzfnzg/oﬁz .
ad salary.
Jeersaay used to place
employee.
> doesnot meet | Administratively

minimum OPM | assign incumbent to
requirementsfor | vacant position
promotion or is | without loss of

not within reach | grade or salary.

for selection
under competi-
tive procedures
(note 2).

NOTES:

1. If the position is obligated for an employee absent in military service, he or she must be considered for,
and may be entitled to promotion.

2. Employee may not be detailed and promotion process delayed until employee qualifies or iswithin
reach for promotion to permit selection.
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Table 8.5. Temporary Promation.
A B C D E
R | If thereason and theperiod | competitive promotion thetemporary
U | for temporary authorized is selection may be limitation may
L | promotionis required extended beremoved
E (note 1) (note 2) (note 3)

1. |toprovidetemporary | up to 120 days no NTE overall | no.
services period of 120
a During days (note 4)
employee’s absence
on approved leave.

2. b. During more than 120 | yes (note 5) yes yes, when the
employee’s absencg days, NTE 1 year area of considert
at management’s ation estab-
request, for example, lished locally
TDY, detail, training, under paragraph
etc. 2.15 has been

c. When required observed.
by special project or
emergency workload
d. Of position
vacated by tempo-
rary promotion
3. | to assign civilian up to 1 year no yes no.

deputy chief to a milt

itary chief’s position,
classifiable to highet
grade pending

replacement of mili-

tary chief
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A B C D E
R | If thereason and the period | competitive promotion thetemporary
U | for temporary authorized is selection may be limitation may
L | promotionis required extended beremoved
E (note 1) (note 2) (note 3)
4. | to promote: up to 120 days no NTE overall no.
a. Employeewhose period of 120
position is scheduled days (note 4)
to be abolished
within 18 months
because of base clo-
sure, major reduction
or transfer of func-
tion
b. Employee at con-
tinuing activity in
function involved in
receipt of another
function through
transfer or merger
5. more than 120 yes (note 5) yes yes, after the
days, NTE major reduction
1year or transfer has
been completed,
provided the
area of consider-
ation estab-
lished locally
under paragraph
2.15 has been
observed
6. | tofill continuing up to 120 days no NTE overall gfno.
positions held in 120 days
reserve (“stock- (note 4)

piled”) for placement
of employees

affected by base clot

sure or transfer of
function
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A B C D E
R | If thereason and the period | competitive promotion thetemporary
U | for temporary authorized is selection may be limitation may
L | promotionis required extended beremoved
E (note 1) (note 2) (note 3)
7. more than 120 yes (note 5) yes yes, when the
days, NTE 1 year area of consider-
ation estab-
lished under
paragraph 2.15
has been
observed
8. | topromote to con- up to 120 days no NTE overal no.
tinuing position an period of 120
overseas employee days (note 4)
registered for place-
ment assistance in
Overseas Priority
Placement Program
or overseas
employee within 6
months of estab-
lished rotation dated
9. more than 120 yes (note 5) yes yes, when the
days, NTE 1 year area of consider-
ation paragraph
2.15 has been
observed.
10. | to promote to con- up to 120 days no NTE overall no
tinuing position obli- period of 120
gation for overseas days (note 4)

employees who will
be exercising return
rights within 6
months
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A B C D E

R | If thereason and the period | competitive promotion thetemporary

U | for temporary authorized is selection may be limitation may

L | promotionis required extended beremoved

E (note 1) (note 2) (note 3)

11. more than 120 | yes (note 5) yes yes, when the

days, NTE 1 year area of considert
ation estab-
lished under
paragraph 2.15
has been
observed
NOTES:

1. Explanation of yes and no entries:

a. “Yes” entries do not apply when candidates are eligible for noncompetitive promotion for any of
the reasons shown in note 1, table 2.2.

b. “No” entries in this column do not prevent the use of competitive procedures when it is expected
that the promotion will extend beyond 120 days.

c. “No” entries are changed to “Yes” when, at the completion of the temporary promotion, the
employee will have spent more than 120 days on temporary promotions or details to higher grades posi-
tions during the preceding year (not applicable to rule 3).

2. The total period of promotion may not exceed 5 years

3. “No” entries in this column do not prevent removal of temporary limitation when conditions in table
2.5 are met.

4. Extension is subject to competition when the employee will have spent more than 120 days on tempo-
rary promotions and details to higher grade positions during the preceding year (not applicable to rule 3).

5. Alimited area of consideration that is less than that specified under paragraph 2.5 may be established;
it includes a major organization or group of smaller organizations.



Table 8.6. Terminating Temporary Promotion and Placement of Employee.

A B C D E F
R | If proposed temporary employeeis notification and employee consent | these actions may
U | placement is promotion was currently within | documentation to the placement | betaken
L initially for 1year | reach under were properly
E or pending competitive followed at the
per manent proceduresfor timeof temporary
promotion and per manent promotion
full competitive promotion
procedureswere
used (note 1)
1 a. Permanent reten- | yes not required N/A not required yes
tion in position (note
2)
b. Reassignment
(without time limita-
tion) to position of
same grade
2. no yes N/A not required yes
3. no no N/A N/A no
4. return to former posi- | N/A N/A yes not required yes
tion
5. N/A N/A no not required only after adverse
action procedures
arefollowed
6. changeto lower grade | N/A N/A yes yes yes
position at samegrade
as former position
7. N/A N/A yes yes yes
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A B C D E F

R | If proposed temporary employeeis notification and employee consent | these actions may
U | placement is promotion was currently within | documentation to the placement | betaken
L initially for 1year | reach under were properly
E or pending competitive followed at the

per manent proceduresfor timeof temporary

promotion and per manent promotion

full competitive promotion

procedureswere

used (note 1)

8. N/A N/A no no only after adverse
action procedures
arefollowed

9. change to lower posi- | yes not required yes yes yes

tion at intermediate
grade

10. no (note 3) N/A

11. no yes yes

12. no (note 4) N/A

13. yes yes yes

14. no (note 3) N/A

15. no yes yes

16. no (note 4) N/A

17. no no N/A no

Z8
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A B C D E F
R | If proposed temporary employeeis notification and employee consent | these actions may
U | placement is promotion was currently within | documentation to the placement | betaken
L initially for 1year | reach under were properly
E or pending competitive followed at the
per manent proceduresfor timeof temporary
promotion and per manent promotion
full competitive promotion
procedureswere
used (note 1)
18. promotion (from N/A yes N/A N/A yes
grade held on tempo-
rary promotion)
19. N/A no N/A N/A no
NOTES:

1. The conditionsin this column are met only when:

a. Thetemporary promotion was initially made for 1 year, or was made for a shorter period but it was known at the outset that the tempo-
rary promotion would be converted to permanent (for example, at the completion of extended sick |eave of an employee scheduled for disabil-

ity retirement).

b. Full competitive procedures were used, including application of the standard area of consideration and its extension when required;
application of the provisionsin paragraph 1.11 for mandatory selection of downgraded employees referred for competitive consideration; and
notification to al eligible competitors that the temporary promotion could, or would, lead to permanent promotion without further competition.

2. If thereason for the temporary promotion ceases to exist and the conditions of rules 1, 2, or 3 are met, the promotion may be changed to

permanent by removing the limitation according to the instructions in The Guide to Processing Personnel Actions.

3. Return to former position or grade under rules 4 or 6.

000Z 11ddV T €0C-9ENVINDV
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4. Return to former position or grade under rules 5 or 8.

DONALD L. PETERSON, Lt Generd, USAF
DCS/Personnel
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Attachment 1
GLOSSARY OF REFERENCESAND SUPPORTING INFORMATION

References

AFI 34-310, Nonappropriated Fund Personnel Program Management and Administrative Procedures
AFI 36-601, Air Force Civilian Career Program Management

AFI 36-1001, Performance Management

AFI 36-1201, Discrimination Complaints

AFI 36-2024, Staffing Civilian Positions

AFMAN 36-606, volumes 1 and 2, Air Force Civilian Career Program Management

AFMAN 37-139, Disposition of Air Force Records

AFPD 36-2, Employment and Affirmative Action

AFPD 36-6, Civilian Career Management

DaoD Directive 1402.1, Employment of Retired Members of the Armed Forces

DaoD Instruction 1404.12, Employment of Spouses of Active Duty Military Members Sationed Worldwide
DaD Ingtruction 1315.7, Military Personnel Assignments

DaD Instruction 1400.10 Employment of Foreign Nationalsin Foreign Areas

DaD Priority Placement Program Operations Manual, July 1998

Equa Employment Opportunity Act of 1972 (Public Law 92-261)

Title 5 Code of Federal Regulations (CFR)

Title 29 Code of Federal Regulations (CFR)

Abbreviations and Acronyms

AFPC—A:ir Force Personnel Center

ASF—Applicant Supply File

CIPMS—Civilian Intelligence Personnel Management System
CPF—<Civilian Personnel Flight

CSB—~Central Skills Bank

DCPDS—Defense Civilian Personnel Data System
DEU—Delegated Examining Unit

DoD—Department of Defense

EEO—Equal Employment Opportunity

FEORP—Federa Equal Employment Opportunity Program
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FWS—Federal Wage System
GS—General Schedule
IVRS—Interactive Voice Response System
JA—Job Analysis

JTR—Joint Travel Regulations
KSA—Knowledge, Skills, and Abilities
LWOP— L eave without Pay

MAJCOM— Magjor Command
MJR—Major Job Responsibilities
MPP—Merit Promotion Plans
OPM—Office of Personnel Management
PEP—Promotion Evaluation Pattern
PLF—Progression Level Factor
PPP—Priority Placement Program
PPRS—Promotion and Placement Referral Subsystem
PTl—Personnel Transaction Indicator
RPL—Reemployment Priority List
SCD—Service Computation Date
SES—Senior Executive Service
SEU—Specia Examining Unit
SR—Selection Request

ST—Scientific and Professional Positions
TDY— Temporary Duty Travel
RIF—Reduction in Force

SME—Subject Matter Expert
STAIRS—Standard Automated Inventory and Referral System
TOF—Transfer of Function

VRA— Veterans Readjustment Act

Terms

Affirmative Employment Plan (AEP)—Local annual employment plans providing general assessment
of employment conditions, addressing such information as projected vacant positions; affirmative action
and FEORP goals for the next year and long range; recruitment sources likely to provide adequate
candidates for the type of goals established, etc.



AFMAN36-203 1 APRIL 2000 87

Ability— Competency to perform an activity at the present time; must be demonstrated by experience,
education or training and not to be confused with “potential.”

Area of Consideration—The areas designed by the local merit promotion plan in which the CPF should
reasonably expect to locate enough high quality candidates, as determined by the CPF, to fill vacanciesin
the positions covered by the plan.

Career Program—. A program designed to administer an occupation or cluster of occupations; includes
work forceanalysis, forecasting and planning, and the systematic selection, devel opment, assessment, and
use of employees registered in the career program.

Central Skills Bank (CSB)—An automated application program within the DCPDS which allows Air
Force employeesto register for consideration at other Air Force installations worldwide.

Certificate—A listing of ranked candidates referred, in alphabetical order, to the selecting official for
consideration for a position.

Change to Lower Grade— he change of an employee to a lower grade when both the old and new
positions are under the same pay system, or to a position with a lower representative rate of basic pay
when the old and new positions are under different pay systems.

Civil Service Register— A list of eligible applicants compiled in order of their relative standing for
referral to federal jobs, after competitive civil service examination.

Civilian Career Brief— A computer product display of an employee’s personnel data including overall
performance rating, appraisal factor ratings, awards, training, work experience history, and similar data.
The selecting official will normally receive a career brief for each employees whose name appears on ¢
referral certificate.

Civilian Performance and Promotion Appraisal Performance Rating—A validated 9-element
weighted rating system (contained on AF Form 860A) used for competitive promotion and placement
pUrposes.

Cooperative Education Program (COOP)—Program under which a student alternates periods of
education and federal employment under terms of an agreement between his/her school and a
Government agency or individual installation.

Core Personnel Document-A single document which integrates the position description; performance
work plan; knowledge, skills, and abilities (KSAS) for recruitment; and basic training competencies for a
position.

Defense Civilian Personnel Data System (DCPDS)AR automated personnel data system for civilian
employees that captures and stores key position, work history, and other vital information needed to
support civilian personnel management.

Demotion—The change of an employee to a lower grade when both the old and the new positions are
under the General Schedule or under the same wage grade schedule, or to a position with a lower rate of
basic pay when both the old and new positions are under the same type of ungraded wage schedule or in
different pay-method categories.

Developmental Opportunity Program (DOP)—Air Force career enhancing program with objectives
for providing means by which participants’ capabilities are increased to their fullest extent; opportunity to
enter bridge or career positions through on-the-job or formal training; and increase morale.
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Excepted Service—Positions in the federal civil service not subject to the appointment requirements of
the competitive service. Exceptions to the normal, competitive requirements are authorized by law,
executive order or regulation.

Federal Equal Opportunity Recruitment Program (FEORP)—A federal recruitment program
targeting minority, female, and disabled individual s to establish diverse pools of applicants for referral to
selecting officials.

Federal Wage System (FWS)-Wage system covering employeesin trades, crafts, or labor occupations,
whose pay isfixed and adjusted periodically in accordance with prevailing rates.

Grade Retention—Under circumstances outlined in 5 CFR 536.103, employees are entitled to retain
their higher grade when moved to lower-graded positions. The specific conditions and circumstances for
grade retention entitlement are outlined in AFI 36-802, Pay Setting.

Incentive Awards—Awards based on predetermined criteria such as productivity standards, performance
goals, measurement systems, award formulas, or payout schedules.

Interagency Placement Program (IPP)—Priority placement program administered by OPM.

Job Analysis (JA)—A detailed statement of work behaviors or activities (such as, duties and tasks) and
worker characteristics needed for successful job performance.

Job Qualification System for Trades and Labor Occupations, Handbook—X-118C. The official
manual issued by OPM for positions in trades and labor (“blue collar”) occupations.

Knowledge— nformation applied directly to the performance of afunction.

Leave Without Pay (LWOP)—Temporary nonpay status and an authorized absence from duty granted

upon the employee’s request, or when the employee has insufficient annual or sick leave, or compensatory
time available to cover an approved absence. The employee does not have to exhaust annual leave before
requesting LWOP.

Merit System Principles—Statutory federal employment principles as contained in  Title 5, Section
2301, Merit Systems Principles, United States Code (U.S.C.)

Master Personnel File (MPF)—T hat portion of the automated DCPDS containing key employee data;
serves as basis on which PPRS and other automated placement activities operate.

Nonappropriated Fund (NAF)—Persons paid from nonappropriated funds of instumentalities of the
United States. Generally, these employees are responsible for the enhancement of the quality of life for
personnel of the Armed Forces.

Official Personnel Folder (OPF)—T he official repository of employment records and documents
affecting personnel action during an employee’s federal civilian service. Commonly referred to as the
“201 File.”

Operating Manual For Qualifications Standards for General Schedule —Positions. The official
manual issued by OPM for positions in the General Schedule. Formerly identified as the “X-118
Handbook.”

PALACE Team—. A group of functional specialists, assigned to the Air Force Civilian Personnel
Management Center (AFCPMC), responsible for administering a career program.

Pay Retention—Pay retention is provided to employees when the grade retention period ends or under
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other circumstances when an employee’s pay would otherwise be reduced. Specific provisions of pay
retention entitlement are contained in AFI 36-88&y Setting, 26 April 1994.

Pay System— Payment under such parameters as the General Schedule, Federal Wage System (FWS),
efc.

Personnel Transaction Identifier (PT1)—Used by DCPDS to control input/output and the integrity of
the data entered.

Priority Placement Program (PPP)—A DOD-wide placement system used to promote the stability of
employment for civilian employees affected by changing manpower requirements and to provide
maximum opportunity for placement in other DOD positions. Seeks to minimize the adverse effects on
employees caused by actions required for the effective management of the DOD, such as RIF, base
closures, consolidations, realignments, position classification decisions, overseas rotations and transfers
of function. The prescribing DOD reference is DOD 1400.20-1-M. (Commonly referred to as the
“Stopper List.”)

Progression Level Factor (PLF)—T hat portion of the Promotions and Placements Referral System
(PPRS) processing which contains evaluation criteria to enable ranking of competitors

Promotion—The change of an employee to a position at a higher grade level when both the old and new
positions are under the General Schedule or under the same wage grade schedule, or to a position with a
higher rate of basic pay when both the old and new positions are under the same type of ungraded wage
schedule or in different pay-method categories.

Promotion Evaluation Pattern (PEP)—An objective statement of position requirements against which
an employee is evaluated and ranked for placement or merit promotion action.

Promotion Registers— Master listings in rank order, from which competitive referrals are made.
Normally, these registers are updated on aregular and recurring, periodic basis.

Promotions and Placements Referral System (PPRS)A+x automated referral capability available
through DCPDS.

Qualified Candidates —Those who meet established qualification requirements for the position to be
filled.

Ranking Factors—dJob-related evaluation criteria that go beyond the minimum requirements specified
by the basic qualification standard used to permit meaningful ranking of eligible candidates. Factorsto be
considered include KSAs and personal characteristics that are the best predictors of future job success.

Reassignment— The change of an employee from one position to another without promotion or
demotion.

Reduction-in-Force (RIF)—A personnel action that may be required due to lack of work or funds,
changes resulting from reorganization, downward reclassification of a position, or the need to make room
for an employee with reemployment /restoration rights. Involves separating an employee from his/her
present position, but does not necessarily result in separation or downgrading.

Reemployment Priority List (RPL) —Career and career-conditional employees, separated by RIF who
are identified, in priority order, for reemployment to competitive positions in the agency within the
commuting area where the separations occurred.

Restoration Rights—Employees who enter military service or sustain a compensable job-related injury



90 AFMAN36-203 1 APRIL 2000

or disability; entitled to be restored to the same or higher employment status held prior to their absence.

Selective Placement Factors. &SAs or other requirements essential for satisfactory performance that
represent an addition to the basic standard for a position.

Schedule A. —Excepted service position other than confidential or policy-determining, for which it is
not practical to examine.

Schedule B. —Excepted service position other than confidential or policy-determining, for which it is
not practical to hold a competitive examination.

Screening Factors— Initial position requirements against which competitors are evaluated; normally,
these are mandatory requirements, the absence of which the candidate cannot successfully performin the
position.

Shortage Category Position. —Rosition pre-identified as “hard-to-fill” due to unique circumstances
such as remoteness of the area or location involved; undesirability of working conditions; or any other
appropriate factor that impedes management’s ability to attract well-qualified candidates for placement
consideration.

Skill.—Proficient manual, verbal or mental manipulation of data or things.

Selection Request (SR). PPRS input parameters and facilitating device that allows the PEP to be
translated into automated data processing.

STAIRS. —The DoD Standard Automated Inventory and Referral System, which encompasses
automated search and referral processes for staffing civilian positions.

STAIRS Search Criteria. —A process used to identify and rank “best qualified” candidates.

Subject Matter Expert (SME).—Individual (s) knowledgeable in the detailed requirements of ajob;
usually the supervisor of the work being accomplished in the position or past supervisor or past
incumbent(s) of the position(s) or very similar position(s).

Transfer.—Changing an employee from a position in one agency to a position in another agency without
abreak in service.
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